FY 2019 ZBB Excel Template Instructions CES County Units

Instructions
To Begin
 Save the template with a unique name for your unit.
	   Example: FY19PIMAZBB.xlsx, for Pima County Cooperative Extension
The template has a summary tab with seven tabs for you to enter a specific program/project/ or location. Step by step, instructions below will guide you through the process.
Summary Tab
The first tab is a Summary Tab. The Summary Tab will populate based upon what you enter in the program area tabs.  You do not need to enter anything into the summary tab.  You do need to review the summary tab to ensure the results are reasonable and are the results you expect.
Note
Each Unit needs to complete Tabs for each program/project/or location as determined by the unit
Steps
            
Completing Each Tab
1. Each major program/project/or location needs to be entered in an individual tab. The tabs are labeled Tab1, Tab 2, etc. You need to rename the tab to correspond to a program/project/ or location
    Example:  Rename Tab 1 to correspond to the program area or specific program, such as 4HYD or Tucson Village Farm.  If you forgot how to do this, just right click on the tab and select rename type in the name you want.
a.  You need to enter the specific program/project/ or location in the cell next to the cell labeled Program/Project
b. Use the drop down box next to the cell labeled Priority to select from the priority options: High, medium, low

2. Entering the staffing resources required
a. Begin with the salary data for each FTE required for the program. Enter the type of position under the description field (faculty, staff, GA)
b. Enter the position title in the Position Field 
c. Enter the FTE associated with the program in the FTE field
d. Enter the salary associated with the position and program in the Salary field
e. The ERE field will calculate automatically

3. Entering the Funding associated with staffing resources
a. Enter the dollar amount of funding for each position in the columns labeled: State Funds, County Funds, Grant Funds, Federal Funds, and Other Funds.
b. The percentage fields will calculate automatically

4. Entering Resources for other spending categories
a. General Expense categories- Enter the type of expense in the description field
b. Enter the amount required in the Amount Field
c. Repeat this step for each type of general expense category you would like to identify
d. Repeat this step for the travel category and capital equipment category

5. Entering the Funding associated with other spending categories
a. Enter the dollar amount of funding for each spending category in the columns labeled: State Funds, County Funds, Grant Funds, Federal Funds, and Other Funds.
b. The percentage fields will calculate automatically

6. Repeat the steps included in Completing Each Tab for each    program/project/ location.
Note
You can add as many rows as you need to reflect your resource requirements.    Be sure to enter the type of expense in the description field. The Summary Tab is set up to include all expenditures that you enter in each tab.
   
Assistance
Don’t suffer alone!  Call Carolyne at 520-621-7207 or 520-270-9943 (cell).
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