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1.    “For client internal use only. Any edits to the material herein is discretionary to client. The modified 
document does not constitute Software Documentation as that term is defined in the License Agreement. 

2.      Unmodified portions of this document are protected under Kaufman, Hall & Associates, Inc. copyright and 
except as described in Note 1., may not be copied or distributed without Kaufman, Hall & Associates, Inc.’s 
prior written approval. 

3.   Client acknowledges that Kaufman, Hall & Associates, Inc. makes no representations or warranties related 
to any modified document. 
  



Kaufman Hall Budgeting: Annual Budget Distribution  2  

Annual Budget Distribution Checklist 

This Checklist is a brief outline – Please review the detailed instructions on the following pages to 
complete each step.  Please make sure to apply the latest Kaufman Hall Budgeting Update before 
starting your budget process for next year. 

 

� Dimensions Review 
 
1. Go to Dimensions. 
2. Review Department Dimension 
3. Review Account Dimension 
4. Review JobCode Dimension 
5. Review PayType Dimension 

 

� Data Load Review       
Please refer to the Monthly Processing checklist for instructions on loading data.  
 
1. GL Data loaded and reconciled to date. 
2. Financial – Current period is set appropriately to match YTD period of data loaded. 
3. Statistics loaded to match the GL time period. 
4. Payroll27 – Biweekly data loaded and reconciled to date. 
5. Payroll27 – Current period is set appropriately for all payroll tables. 
6. Provider-Provider Version Only – Current period is set appropriately to match YTD period of 

data loaded. 
7. New Labor Master is imported. 

 

� Security Review 
 
1. Confirm all users have been added to the security table, updated and assigned to the proper 

security group(s). 
2. Review security Groups. 
3. Review Budget Settings for each security Group. 
4. Confirm with IT that software installation has occurred for new users. 

  

� Process Management Review 
 
1. Update Process Management Stage due dates. 
2. Review related dimension columns to make sure those were updated (Owner, Reviewer, 

Approver). 
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� Driver Files-Global Assumptions 
 
1. Budget Configuration Assumptions Driver File - Update the “Configuration” Tab. 
2. Budget Statistic Assumptions Driver File – Statistics - Estimate/Review Global Statistical 

information for FY-End and NY Budget and the “Statistic” tab. 
3. Budget Statistic Assumptions Driver File –Driver - Review assignment of Global drivers on the 

“Driver” tab. 
4. Budget Configuration Assumptions Driver File – Assumptions - Update all assumptions, due 

dates, and questions on the “Assumptions” tab. 
5. Budget Revenue Assumptions-Revenue Adjustments - Update all increases/global changes on 

the “RevenueAdjustments” tab. 
6. Budget Expense Assumptions - Expense Adjustments - Update all increases/global changes on 

the “ExpenseAdjustments” tab. 
7. Budget Labor Assumptions - Labor Rates - Set Current Year and Next Year Payroll Increases 

for all Job codes on the “LaborRates” tab. 
8. Budget Labor Assumptions - Labor Limits - Update any remaining required fields on the other 

Tab(s). 
9. Budget Provider Assumptions - Provider related tabs—Provider Version Only—Review 

ProviderConfig, ProviderList, GlobalProvider, ProviderDriver. 
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� Budget Workbook Creation 
 

1. Create and Process Plan files for a budget workbook for a department to test. 
2. Review each tab in the workbook.  Change values; add comments; change methods.  
3. Review results of test calculation changes. 
4. Verify print setting for all worksheets. 
5. Repeat steps 1-4 for several departments. 
6. Schedule interface of all Budget Workbooks for Departments identified in the Dept 

Dimension. 
 

� Budget Recalculation  
 
1. Schedule nightly recalculation all budgets to transfer results to the Database.   
2. Correct any errors encountered during the recalculation process. 
3. Run the “Budget Income Summary” report and review for reasonableness. 

 
� Budget Reconciliation Reports  

1. Execute and review the following reports located at Report Library | Budgeting Utilities| 
Budget Reconciliation.   

o “Budget Workbook Reconciliation” - All variances s/b 0. 
o “Reconcile Payroll12 to Financial-Dollars” - All variances s/b 0. 
o “Reconcile Payroll12 to Financial-Hours” – All variances s/b 0. 
o  “Payroll12 Negative Hours”  
o “Payroll12 Hours Without Dollars Reconciliation” 

 
2. Execute and review the following reports under Reports Library | Budgeting Reports | 

Budget Analysis. 
o “Budget FTE Comparison” 
o “Budget Per Unit Analysis” 

�  
� Budget Distribution 

1. Review Security Group and individual user security settings. 
2. Budget workbooks are now live in the system. 
3. Advance workbooks via Process Management to the “Owner” stage. 
4. Workbooks are now ready for input and review by managers. 
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Dimensions Review 

1. All Dimension tables can be accessed by Explorer | Table Library | !Dimensions 
 

 
                  

Department Dimension 

Confirm that budget responsibility assignments are complete and accurate.   

o Review Owner, Reviewer, Approver columns to make sure these are correct and valid user 
names are in the security table.   

o All Departments need to have an assignment. 
o If there is no one assigned, leave it blank as the assignment. 

 

Ensure any new Departments added throughout the year have all columns complete. 

KHABgtTemplate 

o Assign each budgeted department to a template under KHABgtTemplate.  
o Valid entries are: Master or NoBudget 

 

TplOptions 

o Assign each budgeted department to an option. 
o Valid entries are: Master, MasterCDM, MasterProvider, or NoBudget 

 

LaborType 

o Assign each budgeted department to a LaborType. 
o Valid entries are:  JobCode, Employee, Staffing, JobCodeADC, or NoBudget 

 
KHACMDimGrp and ProjDimGrp 

o Make sure all Depts are assigned to a valid KHAStdLine and CYPMethod column from the 
Acct dimension.   

 

KHABgtCode 

o All Depts must have a valid dept assignment.   
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� ShowOnList_Budgeting 
o Make sure all Depts are set to “True” if you want to create a budget workbook for a 

department and “False” if you do not want a workbook created. 
 

Account Dimension 

o KHAStdLine  and CYPMethod columns 
o All accounts must have a budget methodology assigned to these columns. 
o Your consultant provided valid methodology codes for both of these during your 

implementation. 
o Review KHAInt, BudgetType, KHASum columns to make sure those have not changed and 

all codes are correct for each account. 
 

 JobCode Dimension 

o All JobCodes are assigned a GLAcct, HrAcct, and FICAAcct for expense mapping purposes. 
o Review JobClass, Variable and KHABgtCode columns to make sure assignments don’t 

need to be changed. 
o KHAInt needs to be either JobCode, Provider or NA. 

 

PayType Dimension 

o All PayTypes are assigned a GLAcct and HrAcct for expense mapping purposes. 
o Review KHAInt, JobCode, Staffing, Employee, and KHAStdLine columns to ensure proper 

coding and mapping. 
o Review the “FTE” column to ensure valid FTE related PayTypes are coded as “Yes”.  Also, 

the EmplDetail column should be set to Z_Employee for all PayTypes. 
o Execute the “PayType Mapping Analysis” report to review PayType mappings.  This report 

will help to verify your PayType mappings are correct.  Note, that you have to also review 
and setup the Budget Configurations Assumptions, Driver file before running this report. 
 
Go to Report Library | Budgeting Utilities | Budget Reconciliation.  This report will 
show you where each PayType is mapped to for the budget template.   
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CDMCode Dimenison-CDMRevenue Version Only 

o All columns should be reviewed. 
 

Provider Dimension-Provider Version Only 

o All columns should be reviewed. 
 

 

CPT Dimension-Provider Version Only 

o All columns should be reviewed. 
 

FinClass Dimension-Provider Version Only 

o All columns should be reviewed. 
 

Location Dimension-Provider Version Only 

o All columns should be reviewed. 
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Data Load Review 

Please refer to the Monthly Processing checklist for instructions on loading data. 

 

Financial 

o GL Data loaded and reconciled to date. 
o Current period is set appropriately to match the YTD period of data loaded. 
o Statistics loaded to match the GL time period. 

 

Payroll27 

o Biweekly data loaded and reconciled to date. 
o Current period is set appropriately for all Payroll 27 tables. 

 
Labor Master 

Updated file is created and saved.  The file should be saved as “EM_CYActual”. 

1. Import the file form the KH Admin Ribbon | Imports | Management Reporting | 10-Load 
Employee Master | Execute 
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2. Select Execute to start, then type in the Year to load and select OK. 
  

 

 

 

3.  Select the file to load.  You can browse out to the location where you stored the source file.  We 
recommend naming the file with a EM_ prefix. 

 

 

 

4. Import validation errors 

 
If the import experiences import validation errors, then those errors will be logged to a separate CSV 
file in addition to being displayed in the Execution log within the dialog. You can open this file 
separately to see exactly which rows of data were invalid within the context of the import data. This 
error file includes the following: 
• Lookup validation errors from Axiom EPM's built-in validation against lookup columns. 
• Validation errors from any Custom Data Validation steps in the transforms. 



Kaufman Hall Budgeting: Annual Budget Distribution  10  

• Key validation errors such as blank keys or duplicate keys. 
You can open the file from the Execute Import dialog by clicking the link in the Status area. The 
status will be either "failed" or "warning," followed by the text "click here to open errors in a 
spreadsheet." The status type depends on whether the option to Ignore lookup and key errors is 
selected. 

 

 

The CSV file contains the import data, followed by one or more validation columns. Validation 
columns are labeled as follows: 
• Lookup and key validation messages are in a column named LookupColumnName Lookup Error. 

For example: "Acct Lookup Error" when looking up against the ACCT column. 
• Custom Data Validation messages are in a column named AXTRANSFORM_StepNumber, where 

StepNumber is the number of the associated transformation step. For example: 
"AXTRANSFORM_5" when the associated transform is step 5 in the list. 

The error CSV files are placed in a system-maintained folder in the Imports Library named Import 
Errors. Access to the error files is automatically managed based on access to the import. You can 
access the error file directly later by using the Explorer task pane or KH Main Ribbon. 

Each execution of an import that results in a lookup error will generate a unique error file 
(differentiated by a date/time stamp). These error files are not automatically deleted; you must 
manually delete them when you are finished investigating the error. 

If there are errors (most commonly new codes in Dimensions), add those codes to dimensions and re-
run the import. 
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 Provider-Provider Version Only 

o Provider Data loaded and reconciled to date. 
o Current period is set appropriately to match the YTD period of data loaded. 

 

 

Security Review 

1. Confirm that all users have been added to the security table, updated and assigned to the 
proper security group(s).  
 
Go to KH Admin Ribbon | Security | Security Manager.  
 

  
 

Confirm that all users have been assigned the proper security role and filter criteria 
(Dept.Approver=’BClark’ or Dept.Reviewer=’BClark’ or Dept.Owner=’BClark’).  This is just an 
example of how to filter in security.  The original setup was done during your implementation by 
your Implementation Consultant.  Follow a similar user as a guide to setup a new user. 
 

 
 

  

 
2. Confirm with IT that software installation has occurred for new users. 
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Process Management Review 

1. Update Process Management Stages. 
 
Go to Explorer | File Groups | Process Definitions | Budget Planning Process.  
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2. Update Budget Approval Stages as appropriate and enter in a due date for each stage, and select 
OK.  
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Driver Files-Global Assumptions 

 
1. To open any driver file:  

 
Go to Explorer | File Groups | Drivers 
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2. Budget Configuration Assumptions-Configuration Tab 
 
All yellow input fields updated.  
 
The YTD fiscal periods for Financial and Payroll27 need to correspond to your assigned “current 
period” setting for the system and payroll tables. 
 
Change the current year end date and press the “F9” key.  This will change the labeling for all the 
columns in Global Assumptions and in the templates. 

 

 
 

3. Review and adjust Red Flag and Other Tab parameters as appropriate. 
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4. Budget Configuration Assumptions-Assumptions Tab, review and adjust the budget process steps, 
budget contact, budget assumptions and budget planning questions if necessary. 
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5. Budget Labor Assumptions-Labor Configuration Tab-Review and make adjustments if necessary.  
Review FICA rate and limit, and any configuration changes you want to make for next year budget 
process. 

 

 

6. Review Paytype categories and mapping for any changes made in the PayType dimension.  Also 
review the Agency and Earned PTO sections for any changes.     
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7. Budget Labor Assumptions-Benchmark Tab, review FTE and unit of service target by 

department.  These targets get used at the top of the Labor tabs as well as can be used if you 
are using the self-balancing target feature with the JobCode tab. 
 

 
 

8. Budget Labor Assumptions-Target Tab, review FTE and unit of service targets by JobCode if you 
are using the target feature.  This feature allows you to set targets by JobCode and forces the 
budget for that JobCode to the target.  Used only with the JobCode Labor methodology. 
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9. Budget Labor Assumptions-LaborRates Tab, review merit and market assumptions for the 
projection and budget. 
 

 
 

 
 

10. Budget Labor Assumptions-LaborLimits Tab, review Min, Mid, Max values by JobCode.  
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11. Budget Labor Assumptions-LaborOverride Tab, review or zero out any overrides that are not 
needed for the new budget year. 
 

 
 

12. Budget Labor Assumptions-ADCConfig Tab, review staffing ratios by department and by JobClass 
if using the JobCodeADC LaborType. 
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13. Budget Statistic Assumptions-Statistics Tab, Review your Global Statistical Information for CY 
Projection and NY Budget on the “Statistics” tab. 
 
Gray columns are data flows from the database.  Yellow columns are for inputs and adjustments 
to the default calculations.  To Refresh for the new year budget, select the Refresh Data option 
from the KH Main Ribbon.  This will refresh the data for the Global Driver Statistics as well as any 
department and account combinations that have been entered.  The Global Driver Statistics are 
defined in the Acct dimension in the BudStat column. 

 

Review your monthly spreads to make sure that they reflect your forecast for next year.  The 
blue drop down boxes at the start of the monthly spread section allow you to choose a spread 
for each row.  Or you can manually override the spread as well. 

Global driver statistics like total patient days, total discharges and total OP visits should match 
the final outcome of your financial plan in the Financial Planning module (if applicable). 
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14. Budget Statistic Assumptions-Driver Tab, review assignment of Global drivers. 
 
Any statistic used as a global driver MUST be defined on the “Statistics” tab. 
 
If the statistic is not defined, a red flag will display on the “Driver” tab. 
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15. Budget Revenue Assumptions-RevenueAdjustments Tab 
 
Update all increases / global changes  

 

 

16. Budget Revenue Assumptions-GlobalRev Tab, refresh the workbook to setup global revenue 
blocks for any account codes as GlobalRevenue in dimensions under KHAStdLine. 

 

To Refresh for the new year budget, select the Refresh Data option from the KH Main Ribbon.  
This will setup the blocks for each department and account.  You can manually change the 
projection and monthly spreads. 
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17. Budget Expense Assumptions-ExpenseAdjustments Tab 
 
Update all increases / global changes 
 

 

 

 

 

Budget Expense Assumptions-Global Exp Tab, Refresh the workbook to setup global expense blocks for 
any account codes as GlobalExpense in dimensions under KHAStdLine. 
 

To Refresh for the new year budget, select the Refresh Data option from the KH Main Ribbon.  
This will setup the blocks for each department and account.  You can manually change the 
projection and monthly spreads. 
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18. Budget Expense Assumptions-Depreciation Tab, Refresh the workbook to setup Depreciation 
blocks for any account codes as Depreciation in dimensions under KHAStdLine. 
 

19. To Refresh for the new year budget, select the Refresh Data option from the KH Main Ribbon.  
This will setup the blocks for each department and account.  You can manually change the 
projection and monthly spreads, partial year additions and next year values. 
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20. Update any remaining required fields in the other Tab(s). 
 

o Global Revenue Assumptions, Payor Adjustments 
o Global Revenue Assumptions, Deductions 
o Global Data Assumptions, only if using the GlobalData Calc Method 
o Global Mapping Assumptions, only if using the GlobalSum Calc Method 

 
21. Review/Update Provider related Tab(s)-Provider Version Only. 

 
o ProviderConfig 
o ProviderList 
o ProviderVol-Uses Refresh to populate if using 
o GlobalProvider 
o ProviderDriver 
o GlobalVolChg-Uses Refresh to populate if using 
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Budget Workbook Creation 

1. Create a budget workbook for a department to test.  From Explorer, select File Groups | Create 
Plan Files and select the department you want to test.    
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2. From Explorer, select File Groups | Process Plan Files and select the department you want to 
test that you created in the step above.    
 

 
 

 
 

3. Review each tab in the workbook carefully.  
 

o Change values  
o Add comments  
o Change methods 

 

4. Review resulting calculations based on test changes.  Notify your consultant or KH Support of 
any findings. 
 

5. Verify print settings on ALL worksheets by printing all worksheets of a budget. (Print from KH 
Main Ribbon)  
 

6. Save the workbook to the database without any errors. (Save from KH Main Ribbon) 
 

7. Repeat for a couple of departments.   
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8. Once ready, you can create and process all workbooks using the Build and Process Plan Files 
option from the Budgeting Admin Task Pane. This will take you to a pre-defined scheduler job.  
Select Run Once from the Ribbon and the workbook build process will begin. 
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Budget Recalculation 

1. Once all the budgets have been created and processed, you need to recalculate all of the budgets 
to transfer results to Database.  Select the Recalculate Budgets (as needed) option from the 
Budgeting Admin Task Pane.  This will take you to a pre-defined scheduler job.  Select Run Once 
from the Ribbon and the recalculation process will begin. 
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2. Run the “Budget Income Summary” report  by selecting Budget Statements | Budget Income 
Detail from the Budgeting Admin Task Pane 
 

  
  

Open the report and press the “F9” key to bring data into the report. 
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Budget Reconciliation Reports 

 

1. Execute the following reports from the Budgeting Admin Task Pane under Budget Reporting | 
Budget Reconciliaiton.  Open each report and press the “F9” key to bring data into the report. 
 

  
 
 

2. “Budget Workbook Reconciliation” – all variances s/b 0. 
 

3. “Payroll12 Hours without Dollars Reconciliation” – This report is looking for instances where a 
department has hours budgeted for a jobcode on the labor tab, but no dollars are budgeted for 
that jobcode.  Manually review the jobcodes listed and correct if necessary. 
 

4.  “Payroll12 Negative Hours” – This report is looking for instances where a department has 
negative hours budgeted for a jobcode on the labor tab.  Manually review the jobcodes listed 
and correct if necessary. 
 

5. “Reconcile Payroll12 to Financial-Dollars”– all variances s/b 0.  If there is a variance, go into 
that workbook and fix the mismatch.  Most likely there is a jobcode on your “Labor” tab 
(Jobcode, Staffing, Employee) that has dollars saving to an account that is not listed on the 
“Expense” tab.  Manually add the account using the “Labor” SPM under the “Salaries” section. 
 

6.  “Reconcile Payroll12 to Financial-FICA”– all variances s/b 0.  If there is a variance, go into that 
workbook and fix the mismatch.  Most likely there is a jobcode on your “Labor” tab (Jobcode, 
Staffing, Employee) that has FICA dollars saving to an account that is not listed on the “Expense” 
tab.  Manually add the account using the “FICA” SPM under the “Benefits” section. 
 

7.  “Reconcile Payroll12 to Financial-Hours” – all variances s/b 0.  If there is a variance, go into 
that workbook and fix the mismatch.  Most likely there is a jobcode on your labor tab (Jobcode, 
Staffing, Employee) that has hours saving to an account that is not listed on the “Expense” tab.  
Manually add the account using the “Hours” SPM under the “Paid Hours” section. 
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Budget Distribution 

1. To start the budget process, select Explorer | File Groups | Process Definitions | Budget Planning 
Process. 
 

 
 

2. Select Start Process to begin the defined workflow steps.  Some of the steps were already 
completed like configuring global assumptions driver files covered earlier in this document.  Once 
you start this process, you will be notified to complete these steps as the Budget Admin on your 
Notifications Task Pane.  Mark those steps as complete all the way through the Base Budget Build 
step.  Once that step has been marked as completed, it will then send notification for Budget 
Owner Input to those users and the budget process will be live. 
 

 
 

3. Your budget workbooks are now ready for input and review by managers. 
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