
AASBO 
February 11, 2020

Tuscaloosa, AL 

Paula Thornton
Vestavia City Schools









To add experience click Show/Add Experience





 The more jobs you can tie to a salary 
schedule the easier the budget will be for 
your CFO when using Budget Works. 

 If job is not tied to a salary schedule the CFO 
has to remember to add those

 Specifically coaching supplements





Shows multiple salary schedules 





Employee receives 3% of current salary 
for supplement





After adding Job Record 
Data, this screen 
automatically populates.  
You will be prompted on 
whether or not to use the 
salary schedule that is 
attached.  



If this is a new hire 
requesting 13 payments 
change salaried periods to 
13 and select the Calculate 
Salaries box (above blue 
star).  Also if you enter an 
employee in June but do not 
want to process a payment 
until September Select Use 
Pay Dates (see red oval). 



If this specific job is exempt 
from Retirement or Matching 
Insurance, etc. then select 
those boxes on the left side 
of the screen.  (i.e. 
Teacher/bus driver but you 
want the entire Insurance 
Allocation to come from his 
teacher position then you 
would checkmark Matching 
Insurance on his bus driver 
job. 



Enter the GL for this job.  
Enter the percent for this 
GL.  Then enter the FTE.  
If it is 100% to one GL 
then the FTE is normally 
1.00.  The Budget total 
rolls in from Budget 
Works and is not 
required. After info is 
entered click 
Add/Update.



The % must total 100 before you can update this screen 



After entering the GL, 
percent and FTE click 
Add/Update.  If it is not 
100% you will receive an 
error message until you 
have entered 100% . 
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