BudgetPak Getting Started Guide for Users

XLERANT

= energiting o culture of budget accountability

Overview

This Getting Started Guide contains instructions for how to complete your FY2016 Budget.

BudgetPak supports several levels of users. In your budget there may be information you cannot
view and operations you cannot perform because the scope and role assigned to you does not allow
it. The permissions you are granted depend upon your BudgetPak “role,” which the Administrator
has assigned to you based on your budget responsibilities within your department. Each user’s role
is associated with his or her user login profile.

About Your FY2016 Budget

In BudgetPak your department(s), their general ledger accounts (“accounts”), and baseline FY2016
budget have already been set up for you. You will be accessing each account and
reviewing/modifying its annual budget amount.

The FY2014 Actuals, FY2015 Original Budget, and FY2016 Baseline Budget have been loaded into
BudgetPak as well. The instructions below describe how to print reports, so that you can use these
numbers as a guide to creating this year’s budget. You can also obtain current and historical budget
and actual information from Web Reports.

Logging In to BudgetPak

To open BudgetPak:

1. Locate the BudgetPak link on the Office of the Treasurer webpage at
http://treasutet.tcnj.edu/. The BudgetPak Log In box displays.

In the first box, enter the username you use to access your computer and email.
In the second box, enter the password that was assigned to you.

Click the Log In button.

AR SR A

Change your password when prompted if it is your first time logging in to BudgetPak.
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Creating the FY2016 Budget

NOTE: All Budgets were started for you using FY2015 original budget as the FY2016 baseline.

From the Main Menu:

1. Select the Open Different to view and modify the budget.

BudgetPak Versions  Status  Reports  About Welcome Norma Garza!

What would you like to do, Norma?

Open up bud

The last company you were working with was:

for

The last version you were working with was:

| You have important messages! ‘

Run reports

r print

2. In the Select a unit panel of the box that displays, select the department or unit you want to
budget (use the drop-down menu or click the ‘Select unit’ button to view the list of options.

Budg etPa k Home Status Reports About ‘Welcome Norma Garza!  |Log Out

Select a unit

Select the unit you would ike to work with: | 1001 1116: Physics |+ [ENCana
Acad Affs OFf: Academic Affairs Office [Rollup unit]
10_06_1212: Center for Global Engagement

You may select another version below, or: | 10_g5_1820: PIAE CTaL
10_D5_2125: PIAE Blended Online Learning
N . 11_07_2123: Instructional Design
ySTe—
10_01_1279: Institute for ESL & Amer, Stud
Here are the different versions you anvi 10 01_1800: Academic Affairs Instruct

Messages

| »

The last version you were warking with was

10_01_1806: Faculty Recruitment Modified ]
L 10_01_1807: Adjunct & Overload Contingency ed = Yo
fur ey
_01_1810: Academic Lab Equip

10_05_1808: Faculty Development ' i
AL 10_D5_1818: Accreditation Visits [Costory ]
AL 10_07_1800: Academic Affairs Admin
AL 10_07_1803: College Governance
= 10_07_1804: Faaulty Senate
10_08_1800: Academic Affairs Transfers
22_07_1279_50000: ESL & Amer. Stud Contract Course
[Reference unit]
Sdence: School of Sdence [Rollup unit]
10_D1_1100: Dean of Science
10_D1_1105: Biclogy
10_01_1106: Chemistry
10_01_1116: Physics
40 N1 117 Mmtbamatie & Gt

]
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3. In the Select a Version panel, click Edit in the FY2016 Final Budget row.

Budg etpak Home Reports About Welcome Norma Garza!  Log Out

Select a unit Messages
Select the unit you would like to work with: | 10_01_1116: Physics [

The last version you were working with was: 2016 Final Budget

You may select another version below, or: [ iG]
Select a version

Here are the different versions you can view and work with for unit 'Physics™

Version
code

Version Note Your description Status

Si 5 Modifi
Y Datemodified L% Yourcomments

vioes [ erese ] [“copy ) [istory )

4. 'This brings you to the Navigation Window for the budget.

NOTE: In BudgetPak each column in the Navigation window is called a “stack;” and
each box is called a “section.” If at any time you wish to return to this
window, click Navigation at the top left of the window.

BudgetPak Home Versions Status Reports About Welcome Norma Garza!  |Log Out
Navigation ActionPaks Whatif.? View/edit drivers Across the board (all line items) Monthly spreading (all line items)
Currently viewing Headcount/FTE Version comparison it s
Expense line items + e
Company: The College of NJ s of 6/30/2015: 12.75 i f\‘uur e
Unit: 10_01_1116: Physi * Additions: - : $1,730,760 456,435 +0%
Version: 2016 Final Budget  ~ Reductions: = g R L] 8%
Your budget's status is: nErE As of 6/30/2016: 12.75 $1,737,258
015 et ShZa2e0
Y1

Your budget: ® rwacee @ revenes

-
Headcount & Salaries Salary Expenses Student Aid Salary Travel & Reception Internal Charges (Pool)
| Headcount Review Across the Board | ‘Across the Board Across the Baard
| New Hires @ Adjunct Payment |-[ @ Student Aid Payroll @ Official Reception @  Graphics Design
Stack —_— 595,118 513,400 50 550
@  Selaryincreases @ Overload Payment @  Photocopies
: 50 - 53,750
@ Compensation Review @ ExpressShipping
= $1,571,356 . = 5100
i Section
(@ Departmental Postage
<175
(@ Telephone Line Charges
53,984

NOTE: The version Comparison box at the top shows the budget amounts for each
version and the variances compared to the FY2016 Final Budget. FY2016 Final
will change as you make modifications. The variance from FY2016 baseline to
FY2016 Final should be zero when you are done unless you submitted an

ActionPak request to fund a strategic initiative or have a justified increase in an
institutional commitment.
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Reviewing Headcount & Salaries

If you have Headcount (employees) in your unit or if you are authorized to review Headcount &

Salaries, you will see a stack called Headcount & Salaries in your Navigation window.

1. Click the top section Headcount Review to make sure that you have the correct list of

employees for your unit. If not, please contact your BudgetPak Administrator.

NOTE: In this section, you are verifying the current headcount, including vacancies. You do

not need to verify salaries.

O

Review your current headcount below. Is the list complete and

correct?
B Yes If the details are not correct, please contact your
Mo administrator.

Note: Please consider at this point ONLY your CURRENT
headcount. We will ask about new hires |ater,

Current employees

Show/hide columns...

Employee class Employee 1D Name Hr:’aﬂ;:gur Allocation  Net headcount Hiredate Currentsalary  Employ
AFT 207823 1000 100 % 1,000 Associate Professor 26 712014
AFT 203567 1.000 100 % 1.000 Professor 7/1f2014
AFT 210670 1.000 100 % 1.000 Assstant Professor
AFT 207830 1000 100 % 1,000 Associate Professor 26
AFT 210041 1.000 1009 1.000 Assstant Professor 71f2014
AFT 209363 1.000 100 % 1.000| Professor 711014
AFT 203578 1.000 100 % 1.000 Professor
AFT 208283 0.750 100 9% 0.750 | Assistant Professor
AFT 559735 L1000 100 % 1,000 Assistant Professor
AFT 203291 1.000 100 % 1.000 Professor
AFT 208521 1.000 100 % 1.000 Professor

CWaA 202658 000 100 % 1,008 Princ Clerk Ste rapher

Il

a. In Steps 2, and 3, answer “No”. Enter notes in the Employee Notes field to add

Commentary.
Budg etPak Home Versions Status Reports. About Welcome Norma Garza!  Log Out
Navigation ActionPaks Whatif.? View/edit drivers Across the board (all line items) Monthly spreading (all line items)
Currently viewing Headcount/FTE ETSIoH) CND This section: This unit;
Expense line items ~ Headcount Review Physics

Company: The College of N3 as of 6/30/2015: 12.75 TS '\.w T—
Unit: 1001 1116:. Prysi i Additons: = 2014 Actuals: $1,730,760 455,499 40%
Version: 2016 Final Budget  ~ Reductions: - | 2015 Criginal Budget: s 1,889,213 (6151,959) -8%
Your budget's status is: s of 6/30/2016: 12.75 | 2016 Baseline Budget: il on it y 51,737,259

Started 2016 Final Budget: e e B $1,737,259

FY1

Headcount review

your current headcount and answer the guestions step by step. You can always come back fater and change your

EI
X

Please

answe

Review your current headcount below. Ts the list complete and Are any of your current headcount going
correct? to be leaving permanently, for any Are any of your current headcount going
Leason? on leave of absence?
@ ves If the details are not correct, please contact your
- administrator. ® Yes

Note: Please consider at this point ONLY your CURRENT

d 5 @ o
headcount. We will ask about new hires later,

Current employees

Current employees as of 2/19/2015:
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You can display additional columns or hide current columns by clicking the
Show/hide columns... button.

b. Click Save to save your entries then Close to return to the Navigation page.

Budg etPak Home Versions Reports About Welcome Norma Garza! |Log Out
Navigation ActionPaks whatif_2 View/edit dri Across the board (all line items) Monthly spreading (all line items)
Currently viewing Headcount/FTE = - L This section: This unit:
Expense line items £
Headcount Review Ph

Company: The College of N3 As of 6/30/2015: 12,75 T e i R
Unit: D01 TG Provs) i Additions: 2014 Actuals: §1,730,760 485,499 40%
Version: | 2016 Final Budget  + Reductions: - | 2015 original Budget: e e et $1,889,213 (151,959 8%
Your budget's status is: : o s of 6/30/2016: 12.75 | 2016 Baseline Budget: meaningful on this page. 51,737,259

¥/ Starte 2016 Final Budget: $1,737,259

FY1

Headcount review

Please re
answers.

B Close

& Discard

w your current headcount and answer the questions step by step. You can always come back later and change your

Review your current headcount below. Is the list complete and Are any of your current headcount going
correct? to be leaving permanently, for any Are any of your current headcount going
y reason? on leave of absence?
@ ves If the details are not correct, please contact your ©ves
No administrator. - Yes
Note: Please consider at this point ONLY your CURRENT @
i % 2/ No @ ne
headcount. We wil ask about new hires later,

Current employees

Current employees as of 2/19/2015: Filter W

Skip the New Hires and Salary Increases sections. They are centrally managed by Finance in
collaboration with HR.

Review all Salary and Fringe Benefit detail in the next section, Compensation Review.
No changes are necessary. Fringe benefits are centrally managed by Finance. Click each tab
to review account totals. Click Close.

Budg etPak Home Versions Status Reports  About Welcome Norma Garza!  Log Out
Navigation ActionPaks Whatif._? View/edit drivers Across the board (all line items) Monthly spreading (all line items)
Currently viewing Headcount/FTE Ex i ¥ " ‘This section: This unit:
pense ling items » ¢ fion Review Physics
. The College of N : PO B o e veK! ¥
Cornpany‘ m i o.f.E,EUfZUlS‘ T Total: Your difference; Total: Your difference:
Uri; | 1001 1116 Physiis Additions: = 2014 Actuals: 1,508,343 4443013 +3% $1,730,760 485,493 40%
Version: 2016 Final Budget - Reductions: - 2015 Original Budget: §1,723,310  ($151,9549) 9% $1,889,213  ($151,954) 8%
Your budget's status is: 5 P As of 6/30/2016: 12,75 | 2016 Baseline Budget: $1,571,35% 1,737,259
W Sorizd 2016 Final Budget; $1,571,356 $1,737,259
FY1
Compensation Review & oscord | ciose [ sove [ e
This section consists of 3 Ine tems. To budget these line items, proceed through each step, one at a time. On each step you ot 12

wil budget 3 separate line item.

Line item 1 of 3 Line item 2 0 Line item 3 of 3

Step 1 Step 2 (optional)
Would you like to make a note about this line item? If so, enter your note
Officers And Employees 51200 here. It will be printed on some P&L reports. You may enter up to 1023
The annual budget for this line item has been automatically calculated. characters.

You may review it here, but not change it. ‘

§114,076

Import notes from prior budgets

This a summary of the line items in this
section. |Officers And Employees 5114,0%
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6.

In each of the non-salary stacks, you have the option to review the accounts and make

changes either Across the Board (for all accounts in the stack at once) or for each account
individually.

To make changes Across the Board, click the Across the Board section at the top of the
stack; the Make across-the-board changes window displays. If you wish to review and
modify each account individually, skip to step 12.

Budg etPak Home Versions Status Reports About Welcome Norma Garza!  |Leg Out
Navigation ActionPaks Whatif_? View/edit drivers Across the board (all line items) Monthly spreading (all line items)
Currently viewing Headcount/FTE VEXHSlm ED"_ 1W_tl"Sﬂﬂ This stack: This unit:
pense line items Internal Chi Pool) Physi
2 The College of N = : nternal Charges (Pool) hysics
Smeany; Az ofBROROLS Lhato Total: Your difference: Total: Your difference:
Urits 1051 1116, P Additions: ; 014 Actuals: 51,899 464486 3% S,730,760 485,439 0%
Version: 2016 Final Budget = Reductions: - | 2015 Original Budget: $56,385 $1,889,213  ($151,9549) 8%
Your budget's status s: B 4 As of 6/30/2016: 12.75 2016 Baseline Budget: $36,385 §1,737,259
Starte 2016 Final Budget: §56,385 $1,737,259
Fyl
Make across-the-board changes to Internal Charges EEIEEENEN
(Pool) S
Skip this page if you've changed your »l Skip
Instead of stepping through each line ftem in Across the Board one at a time, you may make changes to al line mind, and want to be guided through these
itemns at once. line items one at a time.

Note that some line items are government-mandated or are predetermined by corporate headquarters. You may
change discretionary fine tems only.

How would you like to make across-the-board Internal Charges (Podl) line items: Show/hide columns..,

changes?

(@ Budget a perces ase /decrease 2015

Sper 2016 Final

se [ decrease wio prnial head Budget

Budget

Sincrease

(@) Budgeta total

Increase

) Budgetby § per head

Graphics Desi $50 0,00 % 50 $4 $50
Your budgeted headcount as of 6/30/2016 is 12.75 daimtirnl

Phatocopies $3,750  0.00% 0 sa%4 3,750

Express Shipping $100  0.00% Bl 58 5100

Departmentsl Postage SIS 0.00% s0 514 175

B cvonal aona nl e —nona

In Step 1 of the Make across-the-board changes window, select the option you would like to
use.
a. Budget a percent increase/decrease will apply the specified percentage to each line
item shown in the Line items box on the right side of the window.
b. Budget a total § increase/decrease will allocate the specified dollar amount to each
line item so the total increase/decrease in the stack is the specified dollar amount.
c. Budget by § per head will allocate the specified dollar amount per head to each line
item so the total dollar amount per head in the stack is the specified dollar amount
per head.

NOTE: The Budget by $ per head may be used but is not recommended by the Office of
the Treasurer.
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7. When you select a method in Step 1, the Step 2 box will appear. In the Step 2 box, select
the option you would like to use to apply the across the board change.

Make across-the-board changes to Internal Charges | oscrd | 6] coe @ sae [ e
(Pool) 1

Skip this page if you've changed your 1 Skip
Instead of stepping through each line item in Across the Board one at a time, you may make changes to all line mind, and want to be guided through these
items at once. line items one at a time.

Note that some line items are government-mandated or are predetermined by corporate headquarters. You may (e T s

change discretionary line items only.

How would you like to make across-the-board Internal Charges (Poo) ine tems:
changes?
@ dget a percent inarease / decease 2015
@ Budget a total $increase | decrease C'”g‘"ﬂl
- Budget
@ Budget by § per head L
Graphics Desi S50 0.00 % 50 24 550
Your budgeted headcount as of 5/30/2016 is 12,75 ZR=lL=0n
Photocopies 3,750 0.00 % 50 5294 $3,750
Express Shipping 5100 0.00 % 50 58 5100
m— Departmentsl Postage $175| 0.00% 30 14 $175
Telephone Line Charges $3,584 0.00 % 50 5312 $3,984
>
How would you like to handle percent changes? dephone Tol Clorges NN R - . .
%) Change every discretionary lne item
Media Center Charges $200 0.00 % $0 $16 $200
b e same percent
General S i $35,326 0.00 % 50 $2,771 $35,326
=) Change every discretionary line item L=l s
~ (EXCEPT SOME) by the same amount Procurement Card Charges 50|  0.00% 50 50 50
@ Change line items individually Office Supplies-Office Max $3500 000 % Bl $275 $3.500
Equipment Rental $650 0.00 % 50 §51. $650
Equipment Repairs $E500  0.00% 50 5867 $8,500
Total $56,285 0.00 %o S0  $4,422 $56,385

8. If you selected Budget a percent increase/decrease in Step 1:
a. Change every discretionary line item by the same percent will allow you to enter a
percentage to increase or decrease all line items.

Make across-the-board changes to Internal Charges & oscord J B coe | swve ] riet
(Pool) X

Skip this page if you've changed your
Instead of stepping through each line item in Across the Board one at 3 time, you may make changes to all ine mind, and want to be guided through these
items at once. line items one at a time.

MNote that some line ftems are government-mandated or are predetermined by corporate headquarters. You may (D S

change discretionary line items only.

How would you like to make across-the-board Internal Charges (Pool) line ftems:
changes?
@ et 2 percent increase / decrease
) Budget & total § increace | decrease
@ Budgetby & per head
Your budgeted headcount as of 6/30/2016 is 12.75 S B 0| 0m% i # )
Photocopies £3,750 0.00 % 0 £2%4 £3,750
Express Shipping 5100 0.00% 50 =3 $100.
m— Departmental Postage 5175 0.00 % 50 514 $175.
Telephone Line Charges 23,584 0.00 % 0 £312 23,584
How would you like to handle percent changes? relephone Tl Charges c10| 000 0 = p—
@ j:‘ar:: ::’;;i::imnan em 0% d Madiz Center Charges 5200 0.00% s0 516 5200
%) Change every discretionary line item General Supplies £35,326 0.00 % 0 £2,771 £35,326
~ (EXCEPT SOME) by the same amount rrrEne ST = | T £0 il gl
%) Change line items individually E iy =il (LS O £0 e (e
Equipment Rental %650 0.00 % $0 851 %650
Equipment Repairs 58,500  0.00% 50 5657 58,500
Total $56,285 0.00 %o $0  %$4,422 $56,385
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b. Change every discretionary line item (EXCEPT SOME) by the same amount will
allow you to check/uncheck line items in the Apply std increase column and enter a
percentage to increase or decrease the selected line items. The percentage entered
will only be applied to the checked line items.

Make across-the-board changes to Internal Charges § Dicerd » hext
(Pool) P

Skip this page if you've changed your » Skip
Instead of stepping through each line item in Across the Board one at a time, you may make changes to all line mind, and want to be guided through these
items at once. line items one at a time.

MNote that some line items are government-mandated or are predetermined by corporate headquarters. You may (CDIT NI

change discretionary line ftems only.

oot e %

How would you like to make across-the-board Internal Charges (o) e items:
changes?
@ Budget 2 percent increase / decrease 2015 .
@ fuogetap / i 015 | /oplystd | % _ Sper 2046 Final
® Budget a total § increase / decrease Line item originall o ooce therease SR8 ooy Budget
- Budget
® Budget by § per head
5
Your budgeted headcount as of /30,2016 is 12.75 Eeftel=rn # 0.00 % L # 50
Phatocopies $3.75 0.00 % $0 $234 $3.750,
Exprass Shipping sl 0.00 % 50 8 $100
[stepz e e 517 000% 0 su 175
Telephone Line Charges $3.55 0.00 % $0 $312 $3.984)
How would you like to handle percent changes? E 2
o o . Telephons Tol Charges St 0.00 % 50 $12 150
@ Change every discretionar ftem
e same percent Media Center Charges $2 0.00 % | $0 $16 $200|
@ Change every discretionary line item 000 - General Supplies 535,32 0.00 % 50 $2,771 £35,326
) . 00% |~ m
(EXCEPT SOME) by the same amount Procurement Card Charges § 0.00% 50 s0 50
7 Change line items individually Office Supplies-Office Max 3,508 0.00 % s <7 3,500
Equipment Rental $65 0.00 % $0 $51 $650|
Equipment Repairs 8,508 0.00 % 0 657 8,500
Total $56,38! 0.00 % s0| $4,422 $56,385

c. Change line items individually will allow you to manually enter a percent
increase/decrease in the % increase column for each line item. To enter a petcent
increase/decrease, double click the % increase box for the line item and type in the
desired percentage.

Make across-the-board changes to Internal Charges » hext
4= Ba

(POOI) Skip this page if you've changed your [
Instead of stepping through each line ftem in Across the Board one at a time, you may make changes to all ine mind, and want to be guided through these
items at once. line items one at a time.

Note that some line items are government-mandated or are predetermined by corporate headguarters. You may o

change discretionary line items only.

I [

H':)w wou?ld you like to make across-the-board Internal Charges (Pool) line items:
changes?
@ Budget z percent increase / decrease 2015 =1
- . 12
@ Budget a total § increase / decrease Line item Original | s Budget
 Budgetby § per head
fou - Graphics Desi 53| 24 53]
Your budgeted headcount as of 5/30/2015 is 12.75 SR Sn
Phatocopies 50 5254 53,750
Express Shipping 5100 0.00 % 50| 58 5100
Step 2 Dy 175 0.00 % 50| 14 £175
Telephone Li £3,984 0.00 % 50| 2312 £3,984
2
How would you like to handle percent changes? e — e S— T E— o o e
@ Change every discretionary Ine item
- by the same percent Media Center Charges £200 0.00 % 50 £16 £200
o . General Suppiies $353%6  0.00% so| s 535,326
) Change every discretionary line item - =
~ (EXCEPT SOME) by the same amount Procurement Card Charges S0, 0.00% 0 50 50
@ Change line items individually Tl e 3500 0.0% s %7 §3,500
Equipment Rental $650 0.00% 50 s51 5650
Equipment Repairs S8E00 0.00% 50 3867 58,500
Total $56,385 0.00 % $3  $4,423 $56,388
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9. Ifyou selected Budget a total § increase/decrease in Step 1:

a. Apply the total § amount across all line items will allow you to enter a dollar amount

to increase or decrease all line items. BudgetPak will automatically allocate the total
dollar change specified to each line item.

b. Apply the total § amount across all line items EXCEPT SOME will allow you to
check/uncheck line items in the Apply std increase column and enter a dollar
amount to increase or decrease the selected line items. The total dollar amount
entered will only be applied to the checked line items.

Make across-the-board changes to Internal Charges Em

(Pool) L
Skip this page if you've changed your

Instead of stepping through each line item in Across the Board one at a time, you may make changes to all line mind, and want to be guided through these
items at once. line items one at a time.

Note that some line items are government-mandated or are predetermined by corporate headquarters. You may e oo

change discretionary line ftems onfy.

oot ..

How would you like to make across-the-board Internel Charges (Poal)ine tems: ; T ——
changes?
@) Budget a percent inorease / dearease 2015 Appl s per
@ Budget a total §increase | decrease Line item Original sincrease |
- Budget €
® Budgetby §per head
i o
Your budgeted headcount as of 5/30/2016 is 12.75 EErimEEL =l LEEE 4 i3 0
Photocopies $3,750 0.89 % $33. 5297 $3,783
Express Shipping $100. 089% $1 = $101
m— Departmental Postage s17s 09 2 s s177
Telephone Line Charges $3,584 0.89 % $35. $315 4,019
How would you like to handle the e 2
increase/decrease? Telephone Toll Charges 5150 0.89 % 51 512 s151
v the total $ amount across afl Media Center Charges $200 0.89 % 52/ $16 $202
s General Supplies 35,326, 089% $33) 52795 $35,635
i . u
@ Apply the total § smount across al 5500 | % Procurement Card Charges 30 0.00% 50 s0 30
line items EXCEPT SOME
. Office Suppliss-Office Max $3,500. 089% = $277 $3,531
® Change line items indivicually
- Equipment Rental sS850 0.89 % 56 551 5655
Equipment Repsirs $8,500. 089% s75 3673 $8,575
Total $56,385 0.89 % $500| $4,462 $56,885

c. Change line items individually will allow you to manually enter a dollar
increase/decrease in the $ increase column for each line item. To enter an
increase/decrease, double click the $ increase box for the line item and type in the
desired dollar amount.

Make across-the-board changes to Internal Charges > nex

(Pool) o=
Skip this page if you've changed your PR,

Instead of stepping through each line item in Across the Board one at a time, you may make changes to all line mind, and want to be guided through these

items at once. line items one at a time.

Note that some line items are government-mandated or are predetermined by corporate headquarters. You may e e

change discretionary line tems only.

D [T

How would you like to make across-the-board Internal Charges (Paal) line items: Show/hide columns...
changes?
%) Budget a percent increase / decrease 2015 S
- Lineit oromal ® s increas & Final
(@ Budget a total $ increase / decrease CE0ET B:lglgr; Increase ° ncrease Budget
@ Budgetby § per head
a0 1 Graphics Des 550 0.00% 0 54 ss0
Your budgeted headcount as of 6/30/2016 is 12,75 ESARL SaF
Photocopies $3.75|  0.00% s0 5234 53,750
Express Shipping S0, 0.00% 0 58 5100
5 D Postage S5 000% 0 14, s178
Step 2
Telephone Line Charges s3384  0.00% 0 s312 53,984
How would you fike to handle the Telephone Toll Charges s150|  0.00% 0 s12 s150
increase/decrease?
- . e . Media Center Charges S0, 0.00% 0 518 £200
@ Apply the total § amount aross al
ine items Genersl Supplies 535,326 0.00% so sz 535,328
I
(© Apply the total $ amount across all Procursment Card Charges S0 0.00% 0| s 50
line items EXCEFT SOME Office Supplies-Office Max $3,500 0.00 % & £275. £3,500
@ Change line items individually Equipment Rental $650 15,38 o 5100, 253 2750,
Equipment Repairs $8.500  0.00% $0 $667 $8,500
Total $56,385 0.18%  $100 $4,430  $56,485
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NOTE: To enter a decrease, enter the percentage or dollar amount with a minus sign (i.e. -
5.00% or -$500). To apply manual changes made in the Line items table, click the Recalc
button at the top right of the table. If at any point you need to clear the changes made in
Across the Board, click the Discard button.

NOTE: The Version Comparison box will show both the total budget and variances for the
stack you are viewing as well as the total budget for the unit. Note the 2014 Actuals in

comparison to the 2016 baseline budgets as an indicator that reallocations may be necessary
in the 2016 final budget to better align the budget to actual spending. You should also review
the current FY2015 actuals from the Web Report for the unit and factor any variances from
budget to actual into the 2016 final budget request (keeping in mind the variance between
the 2016 baseline and 2016 final versions must be zero unless you submitted an ActionPak).

10. Click Save (located just below the Version Comparison box) to save your changes. Click

Close (located just below the Version Comparison box) to return to the Navigation window

and select the next stack you wish to review/edit.

11. If you use the Across the Board method, SKIP to Item # 17 and repeat the process for
the other Stacks and Sections.

12. To make changes to each account individually, click any section (account) you want to
budget. The Account window displays.

13. In Step 1 of the Annual total for [account name| window, an annual amount based on last
year’s budget is displayed. You can either accept this amount or use one of the other
methods (by annual amount, by percent increase, by per head, by line item detail, by
driver x rate, by advanced modeler) to change the annual amount.

Student Aid Payroll R ErEn

 Back

Step 2 (optional)

Student Aid Payrol\ 51810 o Would you like to make a note about this line item? If so, enter your note
here. It will be printed on some P&L reports. You may enter up to 1023

Please select one of the budget methods below and use it to designate
characters.

the annual amount for this line item.

By annual amount
Select budget I

methods from here: ||| ENter annual amount here: $14,400

By annual amount By percent increase

By percent increase 2015 Original Budget annual amount: $14, 400

By per head Enter your percent increase /decrease: 000% o S0
By line item detail 2016 Final Budget annual amount: §14,400

Import notes From prior budgets

By driver x rate By annual amount per head

Asof
6/30/2016

ZELERIC LRI | vour budgeted headcount: 12.75

Enter your annual amount per head here: 5112941
This year's annual budget: $14,400

Last year's annual budget was §14,400. With the current headcount, this would be §1,129 per
head.
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14.

15.
16.

17.

In Step 2, enter any relevant comments about the account and its annual budget amount in
the text box provided.

Click Save (located just below the Version Comparison box) to save your changes.

Click Close to close the account window and return to the Navigation window; or, click
Next to save the current value and move to the next account.

Repeat Steps 7 through 11 until all of your accounts have been populated with an annual
budget amount.

NOTE: You may have some accounts that have pre-designated values that you cannot
change, such as fringe benefits. You will still need to review these accounts in
otder to get the green check mark and complete your budget.

ActionPaks - Funding Requests for Strategic Projects

ActionPaks are an optional feature that you can use to budget for unit-specific initiatives, projects,
programs or campaigns. Any amount entered into an ActionPak is additive to the amount already
entered for that line item in your base budget. ActionPaks are used to request new funding for
strategic projects and initiatives.

ActionPak requests must be submitted to your Dean/Vice President (VP) for initial review.
ActionPaks are entered in the following units using account 59100 Contingency.

School of Science - 10_01_1125

School of Humanities and Social Science - 10_01_1133
School of Arts and Communications - 10_01_1145
School of Education - 10_01_1200

School of Business - 10_01_1301

School of Engineering - 10_01_1410

School of Nursing, Health and Exercise Science - 10_05_1521
All other Academic Affairs - 10_01_1800

Office of Administration - 10_09_4005

Office of College Advancement - 10_07_5350

Office of Enrollment - 10_06_5140

Office of Human Resources - 10_07_3300

Office of Student Affairs - 10_06_6000

Office of the Treasurer - 10_07_3000

If approved, the FY2016 budget for the initiative will be entered in the appropriate chartfields (i.e.
new department, program, etc as required based on the specific initiative), including the appropriate
accounts.
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1.

Click ActionPaks in the blue navigation menu at the top of your screen.

BudgetPak Horme

Gtin eponts About \come Norma Garza! |Log Out
Navigation ActionPaks View/edit drivers Across the board (all line items) Monthly spreading (all line items)
Currently viewing Headcount/FTE Version comparison This urit:
Expense lineitems - ; 3
) The College of N1 ) . Science Contingency
Company: As of 6/30/2015: Total: Your difference:
Unit: | 10011125 Scier Additions: = 2014 Actuals: §124,267  ($29,144) -23%
Version: | 2016 Final Budget Reductions: - | 2015 original Budget: $95,118
Your budgets status is: - =T As of 6/30/2016: = |20 6 BamN e Buiget: g
'/ Starte 2015 Final Budget: §95,118
FYl

ActionPak configuration

ActionPak budgeting allows you to develop a separate line item for an ActionPak, and then automatically merge it into your
standard line item. You wil need to designate which accounts make up the ActionPak.

I © Add ActionPak I b ctionPak name: | E] You may use these up/down buttons

to change the order in which your
I ActonPak code:

ActionPaks appear.
Import ActionPaks
Line items used in this ActionPal Line items available for use in Action
These line items currently make up this ActionPak. You may add more line These are the list of line items that are available to become part of this
ms from the list of available ones at right. If you've mistakenly added a line ActionPak. You may select as many line items as you wish to include in the
item to the ActionPak, or want to remove one for any reason, you may do so, ActionPak by dlicking the "Add line item’ button.
but you will lese any currently budgeted values for it. i bt
from the ActionPak:
m 51230 Supp Part Time
52200 Speakers and Honorariums
54100 Travel - Faculty & Staff
E’l 54120 Academic Student Travel
54150 Official Reception
53115 (Graphics Design
54000 Conference Cir Charges
53200 General Supplies
53100 Operating Pool Transfers

BudgetPak Home  Versions

Status Reports About rzal |Log Out

Navigation ActionPal whatif_? View/edit drivers Across the board (all line items) Monthly spreading (all line items)

Currently viewing Headcount/FTE Version comparison ey
Expense line items + =
. The College of NI s : Science Contngency

Cu.mpany" = o DF_EBWZDIS‘ Total: Your difference:
Unit: | 10,01 1135 Scier > Additions: = 2014 Actuals: §124,262  (529,149) 23%
Version: | 2016 Final Budget  ~ Reductions: - | 2015 Original Budget: 595,118
‘Your budget's status is: it As of §/30/2016: _ | 2015 Baseline Budget: §95,113

S 2016 Final Sudget: £95,118

FY1

ActionPak configuration

ActionPak budgeting allows you to develop 3 separste line tem for an.ActionPak. and.then automatically merge. i.into vour
standard [ne item. You will need to designate which accounts (= agq ActionPak

[ ]
©  AddActionP ActionPak name: | | @  Pleasc enter aname for the new ActionPak:
Tt ActionPak code: I
€1 Rename ActionPalk.

Import ActionPaks

Line items used in this ActionPak:

These line items currently make up this ActionPak. You may add more fine

Line items available for use in ActionPaks:

These are the list of line items that are available to become part of this
items from the list of available ones at right. If you've mistakenly added a line ActionPak. You may select as many line items as you wish to include in the
item to the ActionPak, or want to remove one for any reason, you may do so, ActionPak by dlicking the 'Add line item’ button.
but you will lose any currently budgeted values for it.

Add or remove line items
from the ActionPak:

m 51230 Supp Part Time:
52200

Speakers and Honorariums

54100 Travel -Faculty & Staff

54120 Academic Student Travel
54150 Offigal Reception

53115 Graphics Design

54000 Caonference Cir Charges
53200 General Supplies

53100 Operating Pool Transfers
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3. Enter a code for this ActionPak. The code designates TCN]J’s FY2016 strategic areas of
focus to which the enhanced budget request is linked. Enter the appropriate code(s) from
the list below:

1 — Revenue enhancement initiatives

2 — Signature experiences (including integrated curricular and co-curricular
experiences)

3 — Technology (academic infrastructure and operations)
4 — Diversity and inclusion

5 — Facilities

ActionPak configuration (500 coe [ e |
ActionPak budgeting allows you to develop a separate line tem for an ActionPak, and then automatically merge it into your

“fou have unsaved changes
standard line item. You wil need to designate which accounts make up the ActionPak.

©  Add ActionPak ActionPak name: | Example 1 - E\’Du may use these up/down buttons

= 1)
to change the order in which your
W Delete ActionPak ActionPak code: 1 mAchnnPaks appear.
133 Rename ActionPak
Import ActionPaks

Line items used in this ActionPak:

Line items available for use in ActionPaks:

These are the list of line items that are available to become part of this
ActionPak. You may select as many line items as you wish to include in the

These line items currently make up this ActionPak. You may add more line
items from the list of available ones at right. If you've mistakenly added a line
item to the ActionPak, or want to remove one for any reason, you may do so,

ActionPak by clicking the ‘Add line item’ button.
but you will lose any currently budgeted values for it. dc or remove e items
Account number Line item from the ActionPak: Account number Line item

m 51230 Supp Part Time
52200 Speakers and Honerariums
54100 Travel - Faculty & Staff

E 54120 Academic Student Travel
54150 Official Reception
53115 Graphics Design
54000 Conference Ctr Charges
53200 General Supplies
lice T

I 59100 Strategic Contingency I

Map the line item 59100 Strategic Contingency to the ActionPak by selecting the line item in
the Line items available for use in ActionPaks box on the right of the window and clicking
the left arrow to add it to the ActionPak. Account 59100 will appear in the Line items used
in this ActionPak box on the left of the window.
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Budg etPak Home Versions Status Reports About

Navigation ActionPaks what if_?

Welcome Norma Garzal

Log Out

View/edit drivers

Across the board (all line items)

Monthly spreading (all line items)

Currently viewing Headcount/FTE Version comparison This unif:
Expense line items
> The Callege of NI 3 Sdence Cantingency
Camoany; ; AsafBHRC] S, Total: Your difererice]
Urit: 10.01 1125 Seierjg Additions: 2014 Actuals: $124,262  (629,144) -23%
Version: | 2016 Final Budget  ~ Reductions: 2015 Original Budget: $95,118
Your budget's status s: . " B s of 6/30/2018: 2016 Baseline Budget: 495,118
Starte: 2016 Final Budget: $95,118
FYl

ActionPak budgeting allows you to develop a separate line item for an A
standard line item. You will n o designate which accounts make up

[ e ActionPak name: | Example 1
W Delete ActionPak

Import ActionPaks

ActionPak code: il

Line items used in this ActionPal

These line items currently make up this ActionPak. You may add more line
items from the list of available ones at right. If you've mistakenly added a line
item to the ActionPak, or want to remove one for any reason, you may do so,

Account number Line item

Strategic Contingency

ctionPak, and then automatically merge it into your

You may use these up/down buttons
to change the order in which your
ActionPaks appear.

Add or remove line items
from the ActionPak:

(60 | coe @ oo |

ou have unsaved changes |

ne items available For use in Action|

These are the list of line items that are available to become part of this
ActionPak. You may select as many line items as you wish to include in the
ActionPak by clicking the 'Add line item’ button.

51230 Supp Part Time

52200 Speakers and Honorariums

54100 [Travel - Faculty & Staff

54120 Academic Student Travel

54150 Official Reception

53115 Graphics Design

54000 Conference Cir Charges

53200 General Supplies
53100 Operating Pool Transfers

NOTE: Account 59100 should be used for all ActionPaks, but a separate ActionPak must be

entered for each unique initiative. Do not create one ActionPak for the total funding of all

enhanced budget requests for the unit.

Click Save then click Close to return to the Navigation window.

BudgetPak Versions Status

Reports Al

Navigation ActionPaks what if_?

me Norma Garza!  Log Out

View/edit drivers Across the board (all line items)

Monthly spreading (all line items)

Currently viewing Headcount/FTE Version comparison T s
Expense linsitems +
The College of NI : Science Contingency
Company As n.f.GﬁﬂfZDlS‘ Total: Your difference:
Unit: 10001 1125 Scierigy Additions: 2014 Actuals: §124262 (529,149 -23%
Versian: 2016 Final Budget  ~ Rkt 2015 Original Budget: £95,118
Your budget's status i: 7] As of 6/30/2016: 2016 Baseline Budget: $95,118
! Starte 2016 Final Budget: 595,118
Y

standard line item. You wil need to designa

ich accounts make up the ActionPak.

©  Add ActionPak ActionPak name: | Example 1
W Delete ActionPak

133 Rename ActionPak
Import ActionPaks

ActionPak code: 1 ActionPaks appear.

These line items currently make up this ActionPak. You may add more line
items from the list of available ones at right. If you've mistakenly added a line
item to the ActionPak, or want to remove one for any reason, you may do so,
but you will lose any currently budgeted values for it. A L
from the ActionPak:

59100

Strategic Contingency

ActionPak budgeting allows you to develop a separate line ftem for an ActionPak, and then automatically merge it into your

Yau may use these up/down buttons
ta change the order in which your

B Ja~—]

ne

ms available for use in ActionPal

These are the list of line items that are available to become part of this
ActionPak. You may select as many line items as you wish to include in the
ActionPak by clicking the 'Add fine item’ button.

Supp Part Time

Speakers and Hororariums
Travel - Faculty & Staff
Academic Student Travel
Official Reception

Graphics Design
Conference Ctr Charges
General Supplies

53100 Operating Pool Transfers
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A new stack called ActionPaks will appear in your Navigation window.

underneath will contain the name of your ActionPak.

About

Welcome Norma Garzal

Monthly spreading (sll line items)

Version comparison

Expense line tems ~

2014 Actuals:
2015 Original Budget:

Budg etPak Home Versions Status Reports
Navigation ActionPaks Whatif_? View/edit drivers Across the board (all line items)
Currently viewing Headcount/FTE
Compary: The College of M3 As of 6/30/2015: =
Tor 10011125 Scier * Additions: -
Version: | 2016 Final Budget  ~ Reductions: -

Your budget's status is: ) Started

As of 6/30/2016: -

2016 Baseline Budget:
2016 Final Budget:

Total: Your difference:
$124,262 (528,149 -23%
$95,118
$95,118
$95,118

The section

Log Out

This unit:
Science Contingency

FYl

Your budget; @ voumrehere () Reviewes

Actions Go to section...

‘ e
(@) Compensation Review Across the Board Change
50

Salary Expenses Other Personnel Travel & Reception i
| Across the Board Across the Board |

Across the Board

Internal Charges (Pool) =

Across the Board

Example 1

@

Supp Part Time
)

(@)Speakers and Honorariums
58,000

(@) Travel - Faculty & Staff
$62,780

(@  Graphics Design
50

(WAcademic Student Travel
)A %15,000

() Conference Ctr Charges
5500

(¥) Official Reception
s0

@

General Supplies
50

(Z)0perating Pool Transfers
52,093

7. Click on the new section for the ActionPak and the ActionPak window will appear. Enter
the requested amount in the By annual amount box in Step 1. Enter the description of the
initiative in the step 2 box. This is required. The description must contain details of the
request sufficient to assess the need for the funding requested and the linkage to the noted

strategic initiative(s).

About

‘Version comparison
Expense line items =

Welcome Norma Garzal

Monthly spreading (all line items)

This section:

Log Out

This unit:
Science Contingency

Budg etPak Home Versions Status Reports.
Navigation ActionPaks What if..2 View/edit drivers Across the board (all line items)
‘Currently viewing Headcount/FTE
Company: The Clege ofat As of 6/30/2015: -
_— | 10011125 Scier Additions: =
Version: 2016 Final Budget  ~ Reductions: =
Your budget's status is: . B As of 6/30/2018: -

v Started

Total: Total: Your difference:
2014 Actuals: $124,262 (815,149 -15%
2015 Original Budget: 3 i} ﬁ 118 +£10,000 +11%
2016 Baseline Budget: = +510,000>1,000% $95,118 +$10,000 +11% I
2016 Final Budget: $10,000 $105,118

FY1 This section has been Reviewed.

Example 1

T e O
4= Back
Step 2 (optional)

Strategic Contingency 59100 Would you like to make a note about this line item? If so, enter your note
here. It will b ted P&L reports. Y t to 1023

Please select one of the budget methods below and use it to designate erea w‘sn LS B LS S

the annual amount for this line item. -
Enter rationale for the need for the enhanced budget, including how it supparts
the specific strategic initiatives),

oot bl By annual amount R

methods from here: |Enter annual amount here: $10,000 |,

By annual amount | BY percent increase

By percent increase

Note: The ‘By percent increase’ option is nat available because the percent increase basis
version annual amount is ot available o is zero,

By per head By annual amount per head

el | Vour budgeted headcount:

By driver  rate

By advanced madeling|

This year's annual budget:

Enter your annual amount per head here:

As of
6/30/2015

]

50.00

510,000

Import nates from prior budg

Amount

Line item usage

1 other section also uses this line item.

36,745
510,000
516,745

Total from other areas:
Total from here:
Total for this line item:
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The line item usage box will show you the amount already budgeted for that line
item in your general budget. When you click save the ActionPak amount will be
added.

The version comparison box will show you the impact of the ActionPak. The total
of your ActionPaks should be the only variance for the unit from 2016 Baseline to
2016 Final.

8. Continue to add additional ActionPaks as needed.

NOTE: Any line item which you used in an ActionPak will now appear in a Line Item Usage
box within the general budget. When you click on a section in your Navigation window that
relates to an ActionPak(s), you will see the general budget value, the ActionPak value and the
total value for that line item.

All P&L reports will display the total value for each line item.

Run an ActionPak report to see the individual ActionPaks with their associated line
items, amounts and notes.

O In Advanced Reporting, Step 1, choose ActionPaks only within the Group
Accounts By: box.

Run the My Budget Decisions report to see the ActionPaks listed along with the final
budget.
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Printing the FY2016 Budget

1. Once you have completed Across the Board or individual review of all sections and stacks,
a Budget Completed pop up box will appear.

Bud ge tPak Versions Status Reports About Norma Garzal  Leg Out
Navigation ActionPaks Whatif_? View/edit drivers Across the board (all line items) Ionthly spreading (all line items)
Currently viewing Headcount/FTE Version comparison Ths urits
Expense line items - e
Campany: The College of NI A aEcmnmaic. 4230 Physics
= = 1 End of bud a Total: Your difference:
s R A ) ot imdyet | $1,730,760 466,509 0%
Version: | 2016 Final Budget = 1,889,213  (§151,859) 8%
y : ——— $1,737,259 +5100  +0%
Yo Adeta st i ® Competz ®  Budget completed! el
Fyl Congratulations! Your budget has been completely reviewed.

Your budget: @ rwaciee @ rel

What would you like to do next?

Go to navigation, and select any area to

Continu O,
P Headcount & Salaries t Internal Charges (Pool) 2
Select reports to print.
|-[ @ Hesdeount Review | d | @  Acuossthe Board
=@ New Hires [ @ Adund | gn [ @  Graphics Design
- s = 550
[ @ saleryincreases [ @ oOverloa | b H @  Photocopies
53,750
[ @ Ccompensation Review @ ‘Spreading [ @ Express shipping
= $1,571356 £100
(#)  Monthly Spreading H @ Deparurnsz::tlasl Postage
| @ Teteptione Line Charges
53,

Click View in the My Budget Decisions box.

BudgetPak

Home Versions Welcome Norma G ! Log Out

Select a report to preview:

Run a summary PBL report of ‘Physics, version
2016 Final Budget

Run 2 summary P&L report for ‘Physics,

comparing version ‘2016 Finsl Budget’ against...

n ‘2014

Unit: | 1001 1116 Physics M|
version: | 2016 Final Budget |
My budget summary My budget versus... My budget decisions

Run 3 detailed report fsting the decisions that
inta the budget for ‘Physics!, version ‘2016
Budget

Or make different report selections:

Advanced reporting

Select 2 different repart, or choose differant ways
to see the above repors,

Saved report selections

Run one of my saved raporis,
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3. Review the report. It can be exported as a PDF or excel file by clicking the button at the top.

BudgetPak reporting

NOTE: ok et et e ek e Lo 50
i 41 of 1 > Find | Next [ e
Budget Decisions Report e
Version: 2016 Final Budget
Company: The College of NJ
Unit: 10_01_1116: Physics
DEPARTURES
NEW HIRES
SALARY INCREASES
The budget method for
"Salary Increases’ is : By
percent
Cash
Salary Salary Salary Flow: Cash
Employee Employee Current Increases Increases Increases Impact on Baseline Flow: Variz
Class Name m FIE Alloc. Salary Amount Date Budget Baseline % Amount Baseline vs. Ba
LINE ITEMS
Note: Baseline % increase for discretionary line ‘Your Increase /
items is - Increase / (Decrease) vs. (Decrease) vs. 2016
2015 Original Budget Baseline Budget
Baseline:
2018
Original Your 2016 2016 Baseline
Section Line Item Budget Final Budget Amount % Budget Amount % FYI Account notes
Compensation Officers And Emplovees $114,076 34,357 40% $114,076 - 40%
Compensation Faculty $1,007,120 (3140,529) -122% $1,007,120 - -122%
Compensation Fringe Benefits $430,160 (315,782) 34% $450,160 - -34%
Total nondiscretionary line items S1,723310  SL5TL3S6  ($151954) 88% $1,571,356 - 88%
Adjunct Payment Adjunct Payment 505,118 505,118 595,118 -
Overload Payment  Overload Payment 50 50
Student Aid Payroll Student Aid Payroll $14.400 514,400 $14.400 -
Graphics Design Graphics Design 550 550 550 -
Photocopies Photocopies §3,750 $3,750 $3,750 -
Express Shipping Exxpress Shipping $100 5100 5100 -
Departmental Departmental Postage $175 $175 $175 -
Telephone Line Telephone Line Charges $3.084 $3,984 $3,984 -
Telephone Toll Telephone Toll Charges $150 $150 3150 -
Media Center Media Center Charges $200 $200 $200 -
General Supplies General Supplies $33,326 $35.326 $35,326 -
Procurement Card Procurement Card Charges $0 30
Office Supplies- Office Supplies- Office Max $3.500 $3.500 - - $3.500 - -
Equipment Rental ~ Equipment Rental $650 $750 $100 154% 3650 5100 154%  Differs from baseline L
Equipment Repairs ~ Equipment Repairs $8,500 $8.500 - $8.500 -
Official Reception ~ Official Reception 50 S0 - -
Total discretionary line items 8165903 8166.003 $100 0.1% 8165903 s100 01%
TOTAL EXPENSE §1,889.213 81,737,359 ($151,854) -8.0% $1,737.259 s100 $.0%
Page1of1

You can print a report of your current annual budget compared to last year’s budget or

actuals. On the toolbar at the top of the window, click Reports. The Reports screen

displays.

View button.

e Your report will open in a new window.

For a comparison against last year’s budget, in the second box, My budget versus. .., click the

e Use your browser to print your reportt, or alternatively choose to send your report to
Excel or PDF.
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Completing and Signing-off on your Budget

In order to complete your FY2016 budget, each stack/account must be reviewed. Green check
marks will already appear in the sections since your budget has been prepopulated with the FY2015

original budget.

1. On the toolbar at the top of the window, click Versions. The Version Selection window

displays.

2. In the Select a Unit panel, select the department you want to submit for approval.

3. You will see a sign-off button in the green highlighted row.

BudgetPa k Status Reports

About

Welcome Jeffrey Osborn!  |Log Out

Select a unit
Select the unit you would ik to work with: | 10_01_1116: Physics |

The last version you were working with was: No version has been selected yet

You may select another version below, or: [REEEEELTEREY

Messages

Select a version

Here are the different versions you can view and work with For unit Physics'-

Signed
Version Note  Yourdescription  Status g

Date modified

Modified

Your comments
by

Save descriptions

Status key: Version type key: Version notes key:
@ approved Started (but not yet completed) Read-only versions (youmay only view) ~ AD: This version contains account data only (no emplayee or asset detail)
@ signed off (but not yet approved) ® lup Read-write d edit) B: Baselne version

@ complete (but not yet signed off) @ Lodked for editing Signoff versions (you may view and edit)

a. Click the Sign-off button;
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b. Click Yes to confirm you want to sign-off on the budget. The budget is now signed-off
and ready to be approved by Approval Managers. Once a budget is signed-off, you can
no longer make any changes to it, unless your Approval Manager re-opens that budget
for you.

BudgetPa k Status Reports About Welcome JeFfrey Osborn!  |Log Out

Select a unit Messages
Select the unit you would like to work with: | 10_.01_1116: Physics | =

The last version you were working with was: No version has been selected yet

You may select another version below, or: IR
Select a version

Here are the different versions you can view and work with for un

= sign oft

‘ &) e you sure you would like to sign off an this budget?

Note: Once your budget has been signed off, you may nat
make any more changes to it [unless your manager revokes your
signoff].

) (i) [ Hrm
0 = o) (o) tiomss)
3016 Final Budget e —————————r e ][ wiew [ Erase [ copy ) [CHistory

Status key- Version type key: Vers

@ Approved %' Started (but not

Read-only versio you may only view) ccount data only (no en

or asset detal)

ed off (but not y

approved) @ Needs rallup Read-

you may view and edit) B: Baseline version

Complets (but not yet signed off) @ Locked fo Signoff versions {you may view and dit)

4. Your budget is now complete and you may log out of BudgetPak.

BudgetPak Status Reports About Welcome JeFfrey Osborn!  |Log Out

Select a unit Messages

Select the unit you would like to work with: | 10_01_1116: Prysics |~ | [EEEaaAL

The last version you were working with was: No version has been selected yet

You may select another version below, or: [JEiCIEEERES
Select a version

Here are the different versions you can view and work with for unit "Physics'-

2014

Views
2015 Final Budget (Mot started yet}

FY2016-D-41 (2016

Coew )

FY2016-0-44 {2016 Finial Budget 2016 Final Budgst
Status key: Version type key: Version notes key:

@ approved @ Started (but not yet completed) Read-only versions (you may only view) AD: This version contains account data only {no employee or asset detail)
(@ signed off (but not yet approved) & Needs rollup Read-write versions (you may view and edit) B: Baseline version

@ complete (butnot yet signed of) @ Locked for editing Signoff versions (you may view and edit)

NOTE: For each department for which you are responsible for submitting a budget, all
of the steps in all of the sections above must be completed.
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Approving Budgets

Approval Managers have the responsibility of approving the budget for each of their units, as well as
the roll-up unit to which they are assigned.

1. On the toolbar at the top of the window, click Status. The unit Status window displays,
showing the budget status for all departments for which you are responsible.

2. In the upper left Select Version panel of the Status window, verify that you are viewing the
FY2016 Final Budget.

® In the Select Status Information panel, make sure that status box is checked.

* Click update view with these selections.

Budg etPa k Home Versions Reports About Welcome Jeffrey Osborn!  |Log Out

Status Here is an overview of the status of your units.

Select version
View

T O ] oiepproa |
Description Expense Modified Budgetholder Version
= The College of NJ 2015-04-13 04:56 PM Ricketts, Lioyd
2016 Final Budget - = | Office of Academic Affairs 2015-04-13 04:56 PM Taylor, Jackie
= School of Science Started $13,350,568 92 2015-04-1504:15PM  Osbomn, Jeffrey 2016 Final Budget
‘ Update the view with these selections | Dean of Science 5 Started 49,508 [ Osbom, Jeffrey | 2016 Final Budget
Biology e Started 53,165,188 b} Osborn, Jeffrey | 2016 Final Budget
Chemistry - Started 52,480,495 17 Osbom, Jeffrey | 2016 Final Budget
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3. Click on the row containing the first unit that contains the “signed-off” icon, which is a green
checkmark inside a green circle. (When you select the unit, the row will be highlighted in blue.)

Page 21 of 22



4. Click the Approve button (located above list of units). Note that the icon changes to a green
thumbs-up and the status changes to ‘“Approved.” This indicates that the budget for that unit is
now approved by you.

Budg etPak Home Versions Reports About Welcome Jeffrey Osborn!  Log Out

Status Here is an overview of the status of your units.
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Science Started 595,118 i Osborn, Jeffrey | 2016 Final Budget
Contingency
Dean of Science - (@ Started $595,610 4 Osborn, Jeffrey | 2016 Final Budget
Support
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5. Repeat Steps 3 and 4 until all of the units for which you are responsible have been approved.

6. At the roll-up unit level, which contains your name as the budgetholder, click the Rollup button
to consolidate all the budgets in that unit, then click the Sign-off button.

7. Once you have signed-off, your budgets can be reviewed and rolled up by the next level of
Approval Managers.
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