InfoLink:
TO Fund Changes

© 2003 Department of Education of New York City - Publish Date: September 15, 2004



Produced by: the Galaxy Project Office - Publish Date: September 15, 2004 InfoLink: TO Fund Changes

What are TO Fund Changes?

After schools create their initial budgets in Galaxy changes or modifications are made
throughout the year. Sometimes these modifications are in the form of changes to the
budget amount. You will be notified of these changes through the TO Fund Changes

tab of the myGalaxy InfoLink.

Before you begin using the TO Fund Changes tab of the InfoLink it is important that you
understand the following concepts:

e Types of Changes
e Who is making the changes

e How often is the data updated

Types of Changes

The TO Fund Changes tab will notify you of changes that effect the budget amount of a
line item. You will not be notified of changes to comments, TO Attributes, shopping lists
or calendar wizard schedules.

Who is making the changes
Changes that effect your budget amounts can be made by people at your school,
people outside your school (e.g., the ROC) or by the system itself.

How often is the data updated

The information shown in the TO Fund Changes tab of the InfoLink is updated within
minutes of a change being made to a budget item.
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Viewing the TO Fund Changes Tab

The TO Fund Changes tab of the InfoLink displays a list of folders. These folders
contain details about items that were changed on your TO. This can help you identify
line items that have been changed or adjusted on your TO as well as who made the
change. Next to each folder is a number indicating how many change notifications are
listed in the folder.

002000020000

0  Changes done by others in my School
3 Changes done by others not in my School
1 Changes done by the system

Alloc. TO Fund
Te Do Lst Review FYl Changes "~ Changes

To View the TO Fund Changes Tab:

1. Click on the TO Fund Changes tab of the InfoLink.
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TO Fund Changes Details

After you have viewed the summary of TO Fund Changes for your school you may need
or want to view more detailed information that explains the types of changes that were
made. You can do this using the TO Fund Changes Details window. A Details window
is available for each of the three folders listed on the TO Fund Changes tab:

e Changes Done by Others in my School
e Changes Done by Other not in my School
e Changes Done by the System

Changes Done by Others in my School

When someone at your school makes a change to an item on the this change will be
recorded by the system. You can view a detailed list of these changes on the Changes
Done by Other in my School Details window.

Changes done by athers in my School IHnt :
Marmne/Bulk Job Id Title Adjustrent  Amount Date Acknowledae All
OTPS Act, Code + -

gakest 1 PRIMCIPAL - 1.H.5. $120,354 $0 09-13-2004 Acknowledge
gakest 1/ G1392 PRIMCIPAL - 1.H.5. $120,354 $0 09-13-2004 Acknowledge
ga kest 6a A33T PRIMCIPAL (10 MOMTH) $120,354 $0 09-14-2004 Acknowledge
gakest 2 F-STATUS - TEACHER. $15,935 $0 09-13-2004 Acknowledge

The Changes Done by Others in my School Details window contains the following fields:

Field Description
Name/Bulk Job ID/ | The person’s name, the bulk job ID or the activity code for
OTPS Act. Code | the line item depending on which type of line item was
changed.
Title The Galaxy Title of the budget item
Adjustment Amount | The dollar amount of the budget amount increase if
+ applicable.
Adjustment Amount | The dollar amount of the budget amount decrease if
_ applicable.
Date The date the change was made to the line item
Acknowledge Hyperlink to acknowledge the notification.
Acknowledge All Hyperlink to acknowledge all notifications in the details
window.
Print Prints the Details window.
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Changes Done by Others not in my School

On occasion someone at the ROC may make adjustments to your budget on your
behalf. These changes are reflected in a separate folder on the TO Fund Changes tab

called “Changes Done by Other Not in my School.”

Changes done by others nat in my School rint | ®
MarneyBulk Job Id Title Adjustment  Amount Date ’.C\cknowledge All
OTPS Act, Code + -

BLAMCOWITCH, ORLANDO [ A4, . . TEACHER - REGILAR GRADES $4,143 $0 07-28-2004 Acknowledge &
ELLIS, DORA § DWECR GUICAMCE COUMSELOR £3,190 $0 07-29-2004 Acknowledge
LEWIS, CARLA | DUISG CORCH - MATH $1,073 $0 07-29-2004 fcknowledge
VACANT TEACHER - REGLLAR GRADES $54,070 0 09-13-2004 fcknowledge
WACANT [ G139P TEACZHER. - REGLULAR GRADES 454,070 $0 09-13-2004 Acknowledge -

Field Description

Name/Bulk Job ID/
OTPS Act. Code

The person’s name, the bulk job ID or the activity code for
the line item depending on which type of line item was

changed.
Title The Galaxy Title of the budget item
Adjustment Amount | The dollar amount of the budget amount increase if
+ applicable.
Adjustment Amount | The dollar amount of the budget amount decrease if
_ applicable.
Date The date the change was made to the line item
Acknowledge Hyperlink to acknowledge the notification.
Acknowledge All Hyperlink to acknowledge all notifications in the details
window.
Print Prints the Details window.

Changes Done by the System

Galaxy itself can also make changes to budget items. For example, Galaxy will
automatically process date reduction discrepancies. In this case these changes will be
displayed in the Changes Done by the System folder of the TO Fund Changes tab.

Changes done by the system

Acknowledge All

Marmne/Bulk Job Id Title Adjustrent  Amount Date

OTPS Act, Code + -

Sotirhos, Stacey [ G079 TE&CHER. - BILINGLIAL $0 $1,053 09-15-2004 Acknowledae
Hedigan, Selina f G13am TEACHER. - REGLLAR. GRADES $0 $964 09-15-2004  Acknowledge
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Field Description
Name/Bulk Job ID/ | The person’s nhame, the bulk job ID or the activity code for
OTPS Act. Code the line item depending on which type of line item was
changed.
Title The Galaxy Title of the budget item
Adjustment Amount | The dollar amount of the budget amount increase if
+ applicable.
Adjustment Amount | The dollar amount of the budget amount decrease if
_ applicable.
Date The date the change was made to the line item
Acknowledge Hyperlink to acknowledge the natification.
Acknowledge All Hyperlink to acknowledge all notifications in the details
window.
Print Prints the Details window.

Viewing TO Fund Change Details

As mentioned earlier, each folder on the TO Fund Changes tab has a details window

which provides further information about the changes made to items on the Table of
Organization.

3 http:/ /mygalaryqa.nycenet.edu/toFrame.asp?Year=2005&DbConnect =0&S5chool =02M01 1&:5choolName =WILLIA - | ==l
J File  Edit  View Favorites Toadls  Help |-
le-=»-BAd QDI BD-SE-EEH L&D “Links EIMYCEOE  EmyGalaxy @E]OWA @]Hotmal @]Worldnet @]DOE-OWA E]OLR

| address [ &) htto:ffmygalaxyna. nycenet. edujtoFrame. asp?Year=200560bConnect=CSchool=02MO1 1 85chooklome=WILLIAM 3 20T, %Z20HARR I8 DBName=Galaxy_QARPeriod=REDistrict=028 7| (P @0
AAAANAA

Welcome, Jeff Paretchan (Submit Access)

fevedee Changes done by others nok in my School = E | Print F
0 Changes done by others in my School MameyBulk Jab 1d Title Adjustment  Amaunt Date Acknowledge All
33 Changes done by others not in my Schoo OTFS Act. Code + =
1 Changes done by the system Baker, Heather [ DtShu TEACHER - REGULAR GRADES 453,167 §0 08-30-2004  fcknowledge 4
Bellack, Stefanie | Duwfj TEACHER - SPECIAL ED (LINE 3101) 453,167 $0 08-30-2004  Acknowledge
Bohony, Faye / Dnnda TEACHER - SPECIAL ED (LINE 3101) 453,167 §0 09-30-2004  Acknowledge
T ToDel  Revien 7 P JLATGE, 10 Fund Bruen, Allison | Drndf TEACHER - REGULAR GRADES 453,167 §0 09-30-2004  Acknowledge
0 Dollst < Review M {chonges> Cnanaes
o & S ey b S Castillo, Gloria f Dy TEACHER - SPECIAL ED (LINE 3101) 475,403 §0 09-30-2004  Acknowledge -

To View Fund Change Details:

1. Click on the TO Fund Changes tab of the InfoLink. A list of folders is displayed.

2. Click on the desired folder to display the folder details.

© 2003 Department of Education of New York City 6



Produced by: the Galaxy Project Office - Publish Date: September 15, 2004 InfoLink: TO Fund Changes

Printing TO Fund Change Details

The information displayed on the folder details window can be printed for your records
or to use in meetings.

Changes done by athers in my School

Marmne/Bulk Job Id Title Adjustrent  Amount

OTPS Act, Code + -

gakest 1 PRIMCIPAL - 1.H.5. 120,354 $0 09-13-2004 Acknowledae
qatkest 1 [ E1392 PRIMCIPAL - 1.H.5. $120,354 $0 09-13-2004 Acknowledae
ga kest 6a A33T PRIMCIPAL (10 MOMTH) $120,354 $0 09-14-2004 Acknowledge
gakest 2 F-STATUS - TEACHER. $15,935 $0 09-13-2004 Acknowledge

To Print TO Fund Change Details:

1. Click on the TO Fund Changes tab of the InfoLink. The TO Fund Change
summary is displayed.

2. Click on the folder for which you want to view details. The details window is
displayed.

3. Click on the Print button to print the details. A print preview window is
displayed.

4. Click the Print icon located in the toolbar at the top of the window.
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Acknowledging TO Fund Change Notifications

Each TO Fund Change will have an entry in the details window. These notifications will
remain in the InfoLink for seven days after which they will be removed from the InfoLink
by the system. You can remove these notifications yourself by using the “acknowledge”
or “acknowledge all” links on the TO Fund Change Details window.

Changes done by others not in my School

Mame/Bulk. Job Id Title Adjustment  Amount

OTPS Ack, Code +

BLARMCOWITCH, ORLAMDO [ Ad.. . TEACHER - REGLLAR GRADES $4,143 Acknowledoe
ELLIS, DORA [ DVECR GUIDAMCE COUNSELOR. $8,190 Acknowledge
LEWTS, CARLA | DUISG COACH - MATH $1,073 Acknowledne
VACANT TEACHER. - REGULAR. GRADES $54,070 Acknowledge
VACAMT [ G139F TEACHER - REGULAR GRADES 454,070 $0 09-13-2004 Acknowledne

To Acknowledge TO Fund Change Notifications:

1. Click on the TO Fund Changes tab of the InfoLink. The TO Fund Changes
summary is displayed.

2. Click on the folder for which you want to view details. The details window is
displayed.

3. Click on the Acknowledge hyperlink .
_Or_

Click on the Acknowledge all hyperlink.
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