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Simply Personnel

Training Manager
Setting Up Your Budget
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.

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.
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Budget Holder Maintenance
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This will open up the following window.
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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.
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Budget Type Maintenance
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 This will open up the following window.
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Click on Add… and enter the type in the text box then save.

Cost Type Maintenance
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This will open up the following window.
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Click on Add… and enter the cost type in the text box then save.

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

Analysis Code 1 Maintenance
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This will open up the following window.

          [image: image10.png]€D Analysis Code 1 Maintenance

Anslysis Code 1

Job Spesiic
Legaly Requied

InUse

Yes
Yes





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
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This will open up the following window.
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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
                                 [image: image13.png]Budget Year Maintenance
Manage your year budget




This will open up the following window.
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Click on Add… and a further window will appear.
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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).
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Click on Add… and enter the start and end dates for each period.

Training Budget Maintenance
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This will open up the following window.
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Click on Add… and a further window will appear.
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Select you budget year, budget holder and budget type and click ok. This will then open up another window,
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Then go to the second tab (periods).
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High light the period you wish to enter the amount and click on update.
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Enter the amount click on OK the amount will then show next to that particular period.
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You also have the option to auto split the complete budget in equal amounts to all the periods.[image: image24.emf]
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