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BudgetPak User Guide

Overview

This Getting Started Guide contains instructions for how to complete your FY2017 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.

Your BudgetPak Administrator is Tom Hammar, Assistant Director of Budgeting. If you have any
questions you can teach him at x2850 or hammartl(@tcnj.edu. You can also call the Office of the
Treasurer at x2186 for assistance.

About Your FY2017 Budget

In BudgetPak your department(s), their general ledger accounts (“accounts”), and baseline FY2017
budget have already been set up for you. You will be accessing each account and
reviewing/modifying its annual budget amount.

The FY2014, 2015, and 2016 Original Budget, Revised Budget and Actuals and the FY2017 Baseline
Budget have been loaded into BudgetPak. The instructions below describe how to view 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://treasuret.tcnj.edu/ under Tools & Logins. 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 Your FY2017 Budget

TCN

THE COLLEGE OF
NEW JERSEY

NOTE: All Budgets were started for you using FY2016 original budget as the FY2017 baseline.

From the Main Menu:

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

The last unit you
10_01_1116

The last company vou were working with was:
The College of NJ

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

*You have important messages!

re working with was:

Create a naw version of s budget for

Physics.

Open up budgst ‘2016 Final Budget
for vieving or ediing.

B Open different

ifferent budget for

Physics’ for review or ediing.
+ -OR- Sekect a different unit or

+ -OR- Just take an ovesalllook at
the budgets you're werking on.

B reviewstatus

ook at the status of
the unis you're responsible for.

or print various reports,

or

send 2 copy of them to Excel,

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).

Select a unit

Select the unit you would like to work with;

The last version you were working with

You may select another version below, or:

22 01 1228 F1248: Hunt |~ |

BT

Select unit...

Messages

Ff2015-R-38
FY2015-R-33
FY2015-R-40
FY2016-D-44
FY2016-R-47
FY2016-R-48
FY2016-R-49
FY2017-D-51
FY2017-D-53
FY2017-D-54
FY2017-D-55

Select a version

Here are the different versions you can view and work with for unit "Hunterdon CTHQP':

2015 Actual

2015 Revised Budget
2015 Original Budget
2016 Final Budget
2016 Original Budget
2016 Revised Budget
2016 Actual

2017 Baseline Budget

2017 Draft 1
2017 Draft 2

2017 Final Budget

AD
AD
AD

AD

AD

AD
B

2015 Actual
2015 Revised Budget
2015 Original Budget

2016 Final Budget ® o

2016 Original Budget
2016 Revised Budget
2016 Actual

2017 Baseline Budget
2017 Draft 1

2017 Draft 2

2017 Final Budget

Your comm

6/11/2015 12:00 PM |Van Nostra..

(No data available)

(No data available) History

(No data available) History

[ view | [ copy [ istory

Edit History
Edit History
Edit History

Status key:
@ Approved

@ Signed off (but not yet approved) ® Needs rollup
® Complete (but not yet signed off) @ Locked for editing

Version type key:

Started (but not yet completed) Read-only versions (you may only view)

Version notes key:

Read-write versions (you may view and edit) B: Baseline version

Signoff versions (you may view and edit)

AD: This version contains account data only (no employee or asset detail)
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3. In the Select a Version panel, click Edit in the FY2017 Final Budget row.

Select the unit you would like to work with: | 22_01_1228 F1248: Huni i}

The last version you were working with was: 2014 Actuals

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

Here are the different versions you can view and work with For unit "Hunterdon CTHQP':
Version Note Your description Status Sii?rs o Date modified Mcdhif‘;d Your comments

FY2015-R-38 |2015 Actual AD 2015 Actual View History
FY2015-R-39 |2015 Revised Budget AD 2015 Revised Budget View History
FY2015-R-40 |2015 Original Budget AD 2015 Original Budget View History
FY2016-D-44 |2016 Final Budget 2016 Final Budget O] & 6/11/2015 12:00 PM | Van Nostra e
FY2016-R-47 |2016 Original Budget AD 2016 Original Budget (No data available) History
FY2016-R-48 |2016 Revised Budget AD 2016 Revised Budget (No data available) History
FY2016-R-49 |2016 Actual AD 2016 Actual (No data available) History
FY2017-D-51 |2017 Baseline Budget B |2017 Baseline Budget ‘ View ‘ | Copy History
FY2017-D-53 |2017 Draft 1 2017 Draft 1 History
FY2017-D-54 |2017 Draft 2 2017 Draft 2 History
FY2017-D-55 |2017 Final Budget 2017 Final Budget History

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

[C] Complete (but not yet signed off) @ Locked for editing Signoff versions (you may view and edit)

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

Navigation ActionPaks What if_.? Viewfedit drivers Across the board (all line items) Monthly spreading (all line items)
Currently viewing Headcount/FTE Version comparison This unit:
L . Expense line tems = Physics
Company: The College of 0. | ps of 6/30/2016:  11.50 Total: T
ks 10_01_1116: Physics = Additions: - 2015 Actual: $1,567,090  +558,652 +4%
Version: 2017 Final Budget = Reductions: . sk :f“ s ; ey 42,710)  -3%
i 8 . L s en | 2017 Baseline Reference: 1626,
Your budget's status is: & Started As of 6/30/2017: EE= 2017 Final Budget: $1,626,642
FYl

Go to section

Your budget: ® v

m m m o e
| Headcaunt Review | | Across the Board | | Acroms the Board | | Acrons the Board |
. | ! | | .
New Hires | | & Adienct Payment | | @ Student Akd Payrell | | & offidalReception | | @  Graphics Design
Stack —_— - 0 | $14,400 | e 0 | ! 450
| |
| @  salaryincreases | | @ overioadpayment | [ @  Photocopies
$0 53,750
[ @ compensation Review | [ @  Expressshipping
£1,555,857 S . $100
L | ] ection

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.

NOTE: The Version Comparison box at the top shows the budget amounts for each
version and the variances between versions. FY2017 Final will change as you make
modifications. The variance from FY2017 Baseline Reference to FY2017 Final should be
zero when you are done unless you submitted an ActionPak request to fund a strategic
priority or have reallocated existing funds to or from the budget.
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Reviewing Headcount & Salaries

If you have Headcount (employees) in your unit and 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.

- 000

Review your current headcount below. Is the list complete and

correct?
@ ves If the details are not correct, please contact your
Mo administrator,

Note: Please consider at this point ONLY your CURRENT
headcount. Ve will ask about new hires later,

Current employees
Current employees as of 2/19/2015: Filker v

Employee class Employee ID Name HE’,EISEEM Allocation MNet headcount Hire date
AFT 07823 1000 100 % 1.000 Associste Professar 26 74/2014 &
AFT 203%7 1,000 100 %, 1,000 Profassor 7if2014
AFT |210670 1,000 100 9% 1,000 Asistant Professor /12014
AFT 207530 1,000 100 % 1.000| Associste Professar 26 7/1/2014
AFT 210241 1,000 100% 1000 Assstant Professor /12014
AFT 209363 1000 100 % 1.000 | Professor 7/1/2014 E
AFT 203578 1000 1009 1.000 Professor 712014
AFT 208263 0.750 100 % 0,750 Assistant Professor 71j2014
AFT 559735 1.000 1009 1,000 Assistant Profassor 7/4/2014
AFT 203281 1,000 100% 1.000| Professor /12014 | 8
AFT 208921 1.000 100 9% 1.000| Professor /2014
CWA 202658 1.000 100 - 1.000 Princ Clerk Stenographer 7/1/2014 T

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

commentary.
Navigation ActionPaks What if..? View/edit drivers Across the board (all line items) Monthly spreading (all line items)
Currently viewing Headcount/FTE ﬁ\éir:ei:gec\?n"; t:sso\[: This section: This unit:
_ Headcount Review Physics

Company: T'Te ‘Col\ege ST As of 6/30/2016: - Total: Your difference:
Unit: | 1001 1116 Physic | Additions: - 2015 Actual: $1,567,990 (%$1,567,990)
Version: | 2017 Final Budget M| Reductions: = | o F%g;fﬁz‘;iﬁiﬁgdﬁ:‘“ Note: Section totals are not Si'ggg'igi Ezi'gggggg

) . 5 - meaningful on this page. Lt tad
Your budget's status is: © ot started As of 6/30/2017: 2017 Final Budget: g pagl -

FY1 You are currently in 'view only’ mode. You may view this budget, but you may not make any changes.

Headcount review [0 cose | nex |

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

Review your current headcount below. Is the list complete and Are any of your current headcount going D

correct? to be leaving permanently, for any Are any of your current headcount going
reason? on leave of absence?
@ ves If the details are not correct, please contact your Yes
No administrator. Yes
Mote: Please consider at this point ONLY your CURRENT ®No ® no
headcount. We will ask about new hires later.

Current employees
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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.

Navigation ActionPaks Whatif..? View/edit drivers

Across the board (all line items)

Monthly spreading (zll line items)

Currently viewing

Headcount/FTE “EXE'S"" m‘ "’“:""]" This section: This urit:
pense line items = . Ph
. The College of NI ! Headcount Review ysics
Company: : R R R 12.75 Total: Your difference:
Unit: |__10.01 1116: Physi = Additions: - 2014 Actuals: $1,730,760 456,499 +0%
Version: | 2016 Final Budget  + Reductions: - | 2015 original Budget: I 1,889,213 ($151354) 8%
Your budget's status is: @ storicd As of 6/30/2016: 12.75 | 2016 Baseline Budget: meaningful on this page. §1,737,259
r 2016 Final Budget: $1,737,259
Fyi

Headcount review

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

»  Next

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
_ reason? on leave of absence?
@ves If the details are not correct, please contact your -
o administrator. =
Note: Please consider at this point ONLY your CURRENT @
headcount. We will ask about new hires later.

Current employees

Current employees as of 2/18/2015: Filter v () Recalc

Show/hide columns...

Skip the New Hires and Salary Increases sections. They are centrally managed by the Office
of the Treasurer 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 the Office of the
Treasurer. Click each tab to review account totals. Click Close.

Navigation ActionPaks what if...?

View/edit drivers Adross the board (all line items) Monthly spreading (all line items) Notes
Currently viewing Headcount/FTE vﬁ_ﬁ?;:g:&? irm'SSD: This section: This unit:
§ The College of NJ . Compensation Review Physics

Company: 2 As of 6/30/2016: N Total: Your difference: Total: Your difference:
Unit: | 1001 1116: Physic ~ Additions: - 2015 Actual: 51,341,214 ($1,341,214) $1,567,990 ($1,567,990)
Version: 2017 Final Budget _ ~ Reductions: . 2016 Revised Budget:  $1,598,567 ($1,598,567) $1,669,352 ($1,669,352)

= 2016 Final Budget with ne...  $1,598,567 (%1,598,567) - $1,660,352 ($1,669,352)
Your budget's status is: @ Mot started As of 6/30/2017: = _

2017 Final Budget:

FY1 You are currently in ‘view only’ mode. You may view this budget, but you may not make any changes.

Compensation Review

This section consists of 3 line items. To view these line items, proceed through each step, one at a time. On each step you will view a
separate line item.

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

CN T T CX

Step 2 (optional)
Officers And Employees

51200
Would you like to make a note about this line item? If so, enter your note here. Tt
The annual budget for this line item has been automatically calculated. will be printed on some PL reports. You may enter up to 1023 characters.
‘You may review it here, but not change it.

50

View

This a summary of the line items in this

section.

Section total: $0 Officers And Employzes 0
Faculty @
Fringe Benefits 0
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4.

0.

7.

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.

Navigation ActionPaks what if..? View/edit drivers Across the board (all line ibems) Monthly spreading (all line items) MNotes

Currently viewing Headcount/FTE Version comparison
Expense line items ~

This stack: This unit:
X . P - Internal Charges (Pool) Physics
Comparny: - As of 6/30/2016: 11.50 Total: Your difference: Total: Your difference:
Unit: 1001 1116: Physics * Additions: - 2015 Actual: $57,086 (s701)  -1% $1,567,950  +558,652 +4%
Version: 2017 Final Budget - Reductions: |, :UB“” R?\“S;dxﬂ'idge'ﬂ Siﬁggg sl.ggz.;?i ($42,710) -3%
- . . A P — " 017 Baseline Reference: $56, $1,626,
Your budget's status is: S Started As of 6/30/2017: 11.50 2017 Final Budget: 56,385 £1.626.642

The College of N)

Y1

Make across-the-board changes to Internal Charges ¢ oo | § oscod | @ cose | swe [ nen |
Skip this page if you've changed your mind, m
(poo l) and want to be guided through these line

items one at a time.

stepping through each line item in Acros:

Step 1 ]

How would you like to make across-the-board
changes?

Internal Charges (Pool) kine items: | €2 Recalc Show/hide columns...

Your budgeted headcount as of 6/30/2017 is 11.50

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/dectrease 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.

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.

BudgetPak User Guide

Page 6 of 25



TCNJ Ve

s

Make across-the-board changes to Internal Charges
(Pool)

Slap this page if you've changed your IR
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 s

change discretionary line items only.

oot o

How would you like to make across-the-board Internal Charges (Pool) fine ftems:
changes?
@ Budget a percent inarease / decrease
(® Budget a total Sincrease / decrease Line item
@ Budgetby §per head
Graphics Desi S50 0.00 % 50 24 550
Your budgeted headcount as of &/ 16is 12.75 ZR=lL=0n
Photocopies $3.750 0.00 % $0 $294 $3.750
Express Shipping 5100 0.00 % 50 58 $100
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? elophone Toll Charges =l oo 0 o =
@ Change every discretionary Ine item
- Media Center Charges $200 0.00 % $0 $16 $200
by the same percent
Ger | St i $35,326 0.00 % 50 $2,771 $35,326
%) Change every discretionary line item I =
(EXCEPT SOME) by the same amount Procurement Card Chargss 0 0.00% Bl B $0
%) Change line items individually Office Supplies-Office Max $3500 000 % Bl $275 $3.500
Equipment Rental $650 0.00 % 50 §51. $650
Equipment Repairs $8,500  0.00 % 50 5667 $8,500
Tatal $56,385 0.00 U 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
4= Ba

(POOI) Skip this page if you've changed your [FRE.
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.

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

change discretionary line items only.

St .

How would you like to make across-the-board Internal Charges (Pool) line ftems:
changes?
& Gudget a percent increase / decrease
Budget a total § increase / decrease
@) Budget by  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%, s0 58 5100
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:: Z:’;‘;i::‘imna’y AT Madiz Center Charges 5200 0.00% s0 516 5200
) Change every discretionary lin item o= £RAm 0% i I 2 8
(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 Rentzl 850 0.00%. 50 351 2850
Equipment Repairs 58,500  0.00% 50 5657 58,500
Total $56,285 0.00 %o $0  %$4,422 $56,385

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.

BudgetPak User Guide Page 7 of 25



TCNJ Ve

s

Make across-the-board changes to Internal Charges Eﬂ

(Pool) - 5
00 Skip this page if you've changed your [FERE.
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 o e e e chenoes

change discretionary line ftems only.

I | [T

How would you like to make across-the-board Internal Charges (Poo) e items:
changes?
@ Budger o percent nrease / decrease 2015
@) Budgeta p / . Tk % _ Sper 2016 Final
) Budget a total § increase / decrease Line item Original  © - ©crease STnCrEase Lo o dget
- Budget <
© Budget by § per head =
’
Your budgeted headcount as of /30,2016 is 12.75 Eeftel=rn # 0.00 % L # 50
Photocopies $3.75 0.00 % $0 $234 $3.750,
Exprass Shipping sl 0.00 % 50 8 $100
m— Deparimentsl Posisge 517 000% s si 5175
Telephone Line Charges $3.55 0.00 % $0 $312 $3.984)
How would you like to handle percent changes? E 2
’ ssphone o
© Change every discretonary Ine item Telephons Tol Charges 515} 0.00 % 50 $12 5150
by the same percent Media Center Charges $2 D 0.00 % | $0 $16 $200|
@ Change every discretionary line item ,W - General Supplies 535,32 0.00 % 50 $2,771 £35,326
° o 0% % I
(EXCEPT SOME) by the same amount Procurement Card Charges E 0.00% s0 s0 50
@ Change line items individually Office Supplies-Office Max 3,508 0.00 % s <7 3,500
Equipment Rentl sesf 0.00 % 50 351 5650
Equipment Repairs 8,508 0.00 % 0 657 8,500
Total $56,328! 0.00 % S0 $4,423  §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 percent
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

(Pool) o
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 headquarters. You may e e

change discretionary line tems only.

I [

How would you ke to make across-the:board Internal Cherges (Podl) i fems: Show/hide columns...
changes?
@ Budget a percent increase [ decrease 2015 IO
N A B inal % 2016 Final
@ Budget a total § increase / decrease Line item g:g'":t S Budget
@ Budaet by § per head 3
e Graphics Desi 35 $3| 4 $53
Your budgeted headcount as of 6/30/2016 is 12.75 Lol ad
Photocopies $3.750 $0 $254 $3.750/
Express Shipping 5100 50| 58 5100
Step 2 D Postage 5175, 50| 514 5175,
Telephone Line Charges $3.984 $0| $312 $3.984
2
How would you like to handle percent changes? Telephone Toll Charges s150 50l s12 s150
@ Change every discretionary e item
- by the same percent Media Center Charges $200 50| S16. $200
. ) General Supgi $35.3% s0| s $35.32%
(@ Change every discretionary line item [E=ro i S
(EXCEPT SOME) by the same amount Pracurement Card Chargss 0 0 0 0
@ Change line items individually TiEErE 2=l 0 27 $3.50
Equipment Rentsl 5650 50| 551, 5650
Equipment Repairs 5,500 50| 5667 8,500
Total $56,385 $3 54,423 $56,388

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
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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) - o
00 Skip this page if you've changed your [FRRE
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 (ET D BT

change discretionary line ftems onfy.

I -

How would you like to make across-the-board Itern Charges (Poal) Ine ems: - | E——
changes?
® Budget a percent incresse /decrease 2015
- uagetap / i rioinal PP cicrease SPET 2016 Final
@ Budget a total §increase | decrease Line item Origina sincrease [ o0 Tudget
- Budget e o
® Budget by § per head
,
Your budgeted headcount as of 8/30/2016 is 12.75 Eefi=i=i §50 0.89 %) £ izl 0
Photocopies $3,750 0.89 % $33 $257 $3,783
Express Shipping $100 089% $1 6 $101
M— Departmental Fesiage 5175 0% 2 sm st77
Telephone Line Charges 3,554 0.89 % $35 $315 4,013
How would you like to handle the = 2
increase/decrease? Telephone Toll Charges 5150 083 % 51 sz s151
@ Aply the total $ amount across af Media Canter Charges 5200 083 % 52 s16 s202
fne items General Supplies 35,326, 0.89% sa3| 52,795 £35,639
@ A ly 5 -
@ Apply the total § amount across al 5500 | % Procurement Card Charges 30 0.00% 50 s0 30
line items EXCEPT SOME
i Office Supplies-Office Max 3,500 089% 3t 3277 $3,531
@ Change line items individually
Equipment Rentzl $650 089% 5 $51 656,
Equipment Repairs 8,500 089% 575 $673 $8,575
Total $56,385 0890  $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 > test

(Pool) £ =
Skip this page if you've changed your »| skip

Instead of stepping through each line ftem 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.

Mote that some line items are government-mandated or are predetermined by corporate headquarters. You may I BTN S I

change discretionary line items only.

O [

How would you like to make across-the-board Internal Charges (ool line items: Show/hide columns...
changes?
@ Budget 2 percent increase / decrease 2015 o4
- — et R R 2016 Final
@ Budget a total § increase / decrease CE0ET E:lg;; Increase ° ncrease Budget
) Budget by § per head
. Graphics Desi $50|  0.00% s0) s 550,
Your budgeted headcount as of 6/30/2016 is 12.75 LS
Phetocopies $3750  0.00% so s 53,750
Express Shipping s100  0.00% 50) 58 5100
Step 2 D Postage s175 000% s0) 14 s175
Telephane Line Charges 53984 0.00% sof s s3.584
How would you fike to handle the Telephone Toll Charges s150|  0.00% 0 s12 s150
increase/decrease?
o . . Madia Canter Charges S0 0.00% s0) s16 5200
© Apply the total $ amaunt scross al
fine items General Supplies $3536 000% so  s27m 535326
5
(© Apply the total $ amount across all Procursment Card Charges §0|  0.00% 50 s0 50
line items EXCEPT SOME Office Supplies-Office Max $3.500 0.00 % & $275 $3,500/
@ Change line items individually Equipment Rental $650 15359 $100| $59 $750
Equipment Repsirs 8500 0.00% o see7 38,500
Total $56,385 0.18% $100 $4,420 $56,485

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.

BudgetPak User Guide
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10.

11.

12.

13.

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 2015 Actual in
comparison to the 2017 Baseline Reference as an indicator that reallocations may be
necessary in the 2017 Final Budget to better align the budget to actual spending. You
should also review the current FY2016 actuals from the Web Report for the unit and
factor any variances from budget to actual into the 2017 Final Budget request (keeping in
mind the variance between the 2017 Baseline Reference and 2017 Final Versions must
be zero unless you submitted an ActionPak).

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.

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

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

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 O e e e
Step 1 . ( -
Step 2 (optiona
Student Aid Payroll 51810 @
J E ] ? ] .
Plaase select one of the budget methods below and usa it to designate :‘i'mjléllyou ke tjo make a npul!e IIIJL:_I{JF l“i'ns line It?lltl if sut, er]l;g;olur note here
the annual amount for this line item. t will be printed on some PL reports. You may enter up to 1023 characters.
annual amount :
Select budget
methods !r?.lm hera: nter annual amount here: 514,400 | ]
RS [ Percent therease e |
By percent increase 017 Baseline Reference annual amount: 514,400
By per head nter your percent increase/decrease: 000 % : 50
By line Rem detad 017 Final Budget annual amount: §14,400
By driver x rate y annual amount per head Click "Select’ to choose categories
As of |
and columns our budgeted headcount: £l 1150 |

6/30/2017

|
your annual amount per head here: §1,25217 |
This year's annual amount: 514,400 m
Last year's annual amount was $14,400, With the current headcount, this would be
$1,252 per head.

Strategic Priorities

14.

In Step 2, enter any relevant comments about the account and its annual budget amount in
the text box provided. Click Select in the Category box to link the account to a Strategic
Priority, if applicable. The Facilities and I'T non-strategic categories should only be used for
ActionPaks.

BudgetPak User Guide
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Navigation ActionPaks What if..2 View/edit drivers
Currently viewing Headcount/FTE Version comparison et b tliats
Expense lne tems ~ Example 1 Science Contingency
Company: LS SR As of 6/30/2016: = Total: Your difference: Total: Your difference:
Unit: | 10,01 1125 Scienc = Additions: - 2015 Actual: - - $119,905  ($24,787) -21%
version: | 2017 Final Budget  =| | Reductions: = 2016 Revised Budget: = = $91,238  +33,880 ~4%
2017 Baseline Reference: = = $95,118
Your budget’s status is: @ started As of 6/30/2017: 5 EEdmnra N $95.118
=) category Selection a
FYl
Categories available for 59100 : Strategic
Example 1 Contingency * ouck

Strategic Contingency

Please select one of the budget methods below and use it to designate
annual amount for this line item.

By annual amount
Enter annual amount here:
By percent increase

Note: The 'By percent increase' option & not avaial
version annual amount s not avalable or i zero.

Select budget

methods from here:

By annual amount

il Priority I: Attract and retain talented students,
faculty, and staff into a diverse, inclusive, and healthy
campus.

[7] priority I : Enhance Signature Experiences.

[7] priority I : Promote the college's distinctive
identity to enhance institutional and program
recognition at the national level.

[7] Priority IV : Build, operate, and maintain a safe,
sustainable, and accessible physical and technological
infrastructure that supports high-caliber learning.

[7] Priority V : Achieve a sustainable financial model
that allows the college to realize its vision while

quality and affordability for the students

[T Facilities : Nen-strategic facilities request

[T117 : Non-strategic information technology request

By wmwm it serves,
Your badgeted neadcount: bt

Enter your annual amount per head here:

This year's annual amount:

e to make a note ahout this line item? If so, enter your note here. It
d on some PL reports. You may enter up to 1023 characters.

rom prior budgets

choose categories

[

15. Indicate the Strategic Priority associated with a particular account. When a Strategic Priority
has been selected, include a brief description of the budgetary item in the Notes section.
Notes can be added on the account level or roll-up to all units.

Your budger's status is:

= started | AorgEgaOTs 113 | 2017 Final Budgat: $14,400 51,626,642
n ' 3 Editnote 0
Student Aid Payroll § oscud | B coe | @ soe [ vt |
Student Aid Payroll
ibout this e item? If so, enter your note here.
Please select ane of the budget methods below an
the annual amount for this lne item, ports: You may enter Up tn 1023 chaeacters.
et By annual amount
thods from here: | ENEF annual amount here: Notes fOf'

By percent increase

2017 Baseline Reference ann ACCOU nt

Enter your percent increase/{

2017 Final Budget annual am

By annual amount per head

Enter your annual amounk pe ——

This year's annual amount: m,m| | ’ m

BudgetPak User Guide
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Navigation ActionPaks What if..? View/edit drivers. Across the board (all line items) Maonthly spreading (all line items) MNotes
Currently viewing Headcount/FTE V;:m comparison This sectio This unit:
ense ine tems « Student Aid ol Pr—
. The College of N £ & ran . Student Aid ol hysics
Company: £ As of 6/30/2016: 11.50 Total: our difference: Total: Your difference:
Unit; 10.011116: Physics ~ Additions: - 2015 Actual: $11,358  +43,042 +27% $1,567,950  +§58,652 4%
Version: N0 FinslBudget Reductions: . 2016 Revised Budget: $14,400 $1,669,352  ($42710) -3%
e e s . | 2017 Bassline Reference: $14,400 $1,626,642
Your budget's status is: Started As of 6/30/2017: 11.50 2017 Final Budget: 14,400 642
FY¥1 This section has been Reviewed.

Notes (EErearen

Last Edited

Mo records to display.

16. Supporting files can be attached in BudgetPak. Files can be attached for a single account,

ActionPak or roll-up unit. BudgetPak has limited file storage, so please don’t upload large
data files.

Navigation ActionPaks What if..? View/edit drivers

Across the board (all line items) Monthly spreading (all line items) Notes
Currently viewing Headcount/FTE ":""’“ ‘T"“Pa"““ This section: This unit:
_ . xpense line tems ~ Student Aid Payroll Physics

Company: The College of ) As of 6/30/2016: 11.50 Total: Your difference: 1 Your difference:

Uniit: 10.01_1116: Physics ¥ Additions: 2015 Acual: $11,358 +53,042 +27% 990 +458,652 +4%
Version: 2017 Final Budget - Reductions: - 2016 Revlsedrsudget: Sl%,:gg Sl,ggz,gg ($42,710) -3%

2017 Baseline Reference: 514, 51,626,

Yi i b : As of 6/30/ - 1.50 e = 4

DnICL 2 AL Started =GR B 2017 Final Budget: $14,400 $1,626,642
FY¥1l This section has been Reviewed.

Files 8 oo | o |

or download files from your user-p

te
File storage spagiein BB out of SO0 MR 1) % full).

S

Admin files User files|

Mo reco .
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| Version comparison

Currently viewing | Headcount/FTE
ST = Expense line items =
Company: The College of 0 As of 6/30/2016: 11.50
Unit: 10 01 1116: Physics = Additions: - 2015 Actual:
Version: 2017 Final Budget - Reductions: 2016 Revised Budget:
Your budget's status is: S Started As of 6/30/2017: 11,50 | et Bgil;n;e Re{:i:‘::j
E User file account mapping
¥l This section has been Reviewed.
Z Mappings for Capture.PNG
Files

File storage space used: 0.42 MB out of 500 MB (0 % full).

User files

0.04 MB

Capture PNG

u may upload or download files from your budget. Depending on you

151251 : Adjunct Payment

[T 51252 : Overload Payment

|1 51260 : Faculty

[T 51810 : Student Aid Payroll
52100 : Fringe Benefits

|71 53115 : Graphics Design

|1 53120 : Photocopies

153145 : Express Shipping

|7 53160 : Departmental Postage
53180 : Telephone Line Charges

|71 53181 : Telephone Toll Charges

10.01 1116 : Phy

This section: This unit:
Student Ald Payroll Physics
Total: Your difference: Total: Your difference
£11,358 +£3,042 +27% £1,567,990 +£58,652 4
$14,400 £1,669,352 (542,710) =3
$14,400 $1,626,642
£12.400 51,626,642
a
[§ overe | @ cose 1@ |

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

18. 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.

19. Repeat Steps 4 through 19until 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 order to
get the green check mark and complete your budget.

20.

Once you have completed all the necessary steps (confirming headcount and answering all

other headcount questions as “No”, completed Across the Board or individual review of all
sections and stacks) all sections will have a green check mark. A Budget Completed pop up
box will appear and the budget status will change to “Complete” with a green circle. From
here you can select Continue working if you would like to enter ActionPaks or review an
area, select Print reports if you would like to view reports for your budget, or Close if you
are done with the budget.

BudgetPak User Guide
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Bud getPa k Home Versions Status Reports About Welcome Norma Garza!  [Log Out

Navigation ActionPaks WhatiF_2 View/edit drivers Across the hoard (all line items) Monthly spreading (all line items) "

Currently viewing Headcount/FTE Version comparison This urit:
Expense line items ~ i
Company: The College of NI Annf Clani0tE SHESI Physics
= = ) End of bud e Total: Your difference:
Unit: _ 1001 1116: Physi i erhadget $1,730,760 66,599  +0%
. 1,889,213  (§151,859) 8%
y : $1,737,259 +5100  +0%
Your budget's status is: @ Budget Completedl ikl
FY1 Congratulations! Your budget has been completely reviewed.
Your budget: @ You are here @ Rey What would you like to do next? e

Go to navigation, and select any area to
Continue warking o i b

r Headcount & Salaries Salary T Internal Charges (Pool)
Print reports Select reports to print.
[ @ resdcount Review @  Acos e | @  Acrossthe Board
@ New Hires @ Adunc | pm | @ Graphics Design
- 59 550
& Salary Increases ) Overlog Close | } ) Photocopies
& /] 1]
< | 43,750
(¥) Compensation Review @ Spreading [ @  Express shipping
¥ 1,574,356 S = £100
(Z) Monthly Spreading | & Departmental Postage
$175
(@) Telephone Line Charges
53,984

ActionPaks - Funding Requests for Strategic Priorities

ActionPaks are an optional feature that you can use to budget for unit-specific initiatives, projects,
or programs. 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 projects and
initiatives tied to TCN]’s Strategic Plan.

ActionPaks must have a note or attachment describing the initiative and how it is explicitly linked to
at least one of the strategic priorities from the Strategic Plan:

Priority I: Attract and retain talented students, faculty, and staff into a diverse, inclusive, and
healthy campus.

Priority IT: Enhance Signature Experiences

Priority III: Promote the college’s distinctive identity to enhance institutional and program
recognition at the national level.

Priority I'V: Build, operate, and maintain a safe, sustainable, and accessible physical and
technological infrastructure that supports high-caliber learning.

Priority V: Achieve a sustainable financial model that allows the college to realize its vision
while maintaining quality and affordability for the students it serves.

The linkage to the strategic priorities must be noted in BudgetPak by assigning a Category to the
ActionPak. There are two additional categories that may be selected for ActionPaks — Facilities and
I'T — which are to be used for facility maintenance and information technology upgrades/projects
that are not strategic in nature.
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entered at any point in the budget en

Navigation

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

try process detailed in the section above.

ActionPaks Whatif.2 View/edit drivers Across the board (all line items) Monthly spreading (all line items)
Currently viewing Headcount/FTE Version comparison e
Expense line items + 5
dence Contingency
Company: Uiz As of 6/30/2015: = Total: Your difference:
Unit: & 10°01 1125 Scler i Additions: = 2014 Actuals: §124262 ($29,149) 23%
Version: | 2016 Final Budget = Reductions: - 2015 Original Budget: 95,118
Your budget's status is: T As of 6/30/201: - | 2016 Baseline Budget: §95,118
@ Started 2016 Final Budget: £95,118
FY1

ActionPak configuration

pictionPak name:

ActionPak code:

Import ActionPaks

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 te remove one for any reason, you may do so,
but you will lose any currently budgeted values for it.

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.

Line item

m 51230 Supp Part Time

52200 Speakers and Honorariums

54100 Travel - Faculty & Staff
m 54120 \Academic Student Travel

54150 Offical Reception

53115 Graphics Design

54000 Conference Ctr Charges

53200 General Supplies

53100 (Operating Pool Transfers

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

Line items available for use in ActionPak:

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.

Add or remove line items
from the ActionPak:

Account number

BudgetPak Home  Versions  Status  Reports  About come Norma Garzal  Log Out

Navigation ActionPaks What if_? View/edit drivers Acrass the board (al. line items) Manthly spreading (all line items)
Currently viewing Headcount/FTE Version comparison ey

Expense line items ~
The College of NI : Science Contngency
Lomeany - e stafit Total: Your difference:
Unit: | 10.01.1135: Scier = Additions: = 2014 Actuals: §124,262  (§29,144) -23%
Version: | 2016 Final Budget ¥ Reductions: 2015 Original Budget: 595,118
Your budget's status is: s As of 6/30/2015: 2016 Baseline Budgat: 95,118
- Shar 2016 Final Budget: §95,118
Yl

ActionPak configuration

ActionPak budgeting allows you to develop 3 separste line ftem foran.ActionPak. and.th
standard [ne item. You will need to designate which accounts (= agq ActionPak

en.automatically. merae .into vour

]
W Delete ActionPak

€1 Rename ActionPalk

Add ActionPak

ActionPak name: |

@

Please enter a

ActionPak code:

Import ActionPaks

Line items used in this ActionPa

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.

name for the new 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
ActionPak by dlicking the 'Add line item’ button.
Add or remove line items
from the ActionPak:

51230 Supp Part Time:

m 52200 Speakers and Honorariums
54100 Travel -Faculty & Staff

E)] 54120 Academic Student Travel
54150 Offidal Recaption
53115 Graphics Design
54000 Caonference Cir Charges
53200 General Supplies
53100 Operating Pool Transfers

BudgetPak User Guide
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3. Enter a code for this ActionPak. The code is required and needs to be a unique identifier
within the unit.

ActionPak configuration [§ oscad | B cose | sove ]
ActionPak budgating alows you to develop 3 separate lne item for an ActionPak, and then automaticall merge it into your
standard line item. You wil need to designate which accounts make up the ActionPak.

@  Add ActionPak ActionPak name:

Example 1 =| You may use these up/down buttons

to change the arder in which your
ActionPaks appear.

W Delete ActionPak ActionPak code: 1

133 Rename ActionPak

Import ActionPaks

Line items use this ActionPa

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

Line items available for use in ActionPak:

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 clicking the 'Add line item’ button.
but you will lose any currently budgeted values for it.

Add or remove line items
ount number

51230 Supp Part Time
m 52200 Speakers and Honorariums
54100 [Travel - Faculty & Staff
E 54120 Academic Student Travel
54150 Dfficial Reception
53115 Graphics Design
54000 Conference Cir Charges
53200 General Supplies
o S e —
I 59100 Strategic Contingency I
- _—

Map the line item(s) 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. The accounts selected will appear in the Line items used in this ActionPak
box on the left of the window. Map all accounts that will be needed for the ActionPak.

Bu d g etPa k Versions Status Reports About e Norma Garza! |Leg Out

Navigation ActionPaks what if.?

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

Headcount/FTE Version comparison i Gt
Expense lineitems +
. The College of NI ; . Seience Contingency
Camoany; ; AsafBHRC] S, Total: Your difererice]
Urit: li__20.01 1135 Sderjy Additions: = 2014 Actuals: $124,262  (629,144) -23%
Version: | 2016 Final Budget  ~ Reductions: - 2015 Original Budget: $95,118
Your budget's status s: — s of 6/30/2018: - | 2016 Baseline Budget: 495,118
 star 2016 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 fine item. You will need to designate which accounts make up the ActionPak.

©  add ActionPak ActionPak name: | Example 1 -| You may use these up/down buttons
- to change the order in which your
[l ActionPak code: 1

u have unsaved change:

& Delel ActionPaks appear.
13 Rename ActionPak
Import ActionPaks

Line items used in this ActionPal Line items available for use in ActionPak
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
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 clicking the ‘Add line item’ button.

Add or remove line items
from the ActionPak:

m 51230 Supp Part Time
52200

Account number Line item

Strategic Contingency

Speakers and Honorariums

54100 Travel - Faculty & Staff

54120 Academic Student Travel
54150 Official Reception

53115 Graphics Design

54000 Conference Ctr Charges
53200

General Supplies

53100 Operating Pool Transfers
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NOTE: 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
BudgetPak

Home

Versions

to the Navigation window.

Status Reports. About Welcome Norma Garza! Log Out
Navigation ActionPaks What if._? View/edit drivers Across the board (all line items) Monthly spreading (all line items)
Currently viewing Headcount/FTE Version comparison T s
Expense line ftems + i G
gency
Company: e Colene of] As of 6/30/2015: Total: Your difference:
Unit: 10,01 1125 Scier = Additions: 2014 Actuals: §124,262  ($29,144) -23%
Version: 2016 Final Budget  ~ Reductions: 2015 Original Budget: $95,118
Your budget's status is: i 7 d As of 6/30/2016: 2016 Baseline Budget: $95,118
&/ Starte 2016 Final Budget: 95,118
FY1

ActionPak configuration

ActionPak budgeting all
standard line item. You

you to de

vil need to designate which accounts make up the ActionPak.

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

133 Rename ActionPak
Import ActionPaks

ActionPak code: 1

Line items use this Acl

nPal

These line items currently make up this ActionPak. You may add mere line
items from the list of available ones at right. Tf 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.

59100

Strategic Contingency

3 separate ine item for an ActionPak, and then automatically merge it into your

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

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.
Add or remove ling items
from the ActionPak:

51230 Supp Part Time

E 52200 Speakers and Honorariums
54100 Travel - Faculty & Staff

m 54120 Academic Student Travel
54150 Offidal Reception
53115 Graphics Design
54000 Conference Ctr Charges
53200 General Supplies
53100 Operating Pool Transfers

6. A new stack called ActionPaks will appear in your Navigation window. The section
underneath will contain the name of your ActionPak.

BudgetPak

Home

Versions

Status Reports About Welcome Norma Garza! |Log Out
Navigation ActionPaks What if.? View/edit drivers Across the board (all line items) Monthly spreading (all line items)
Currently viewing Headcount/FTE Version comparison Sun
Expense line items »

. The College of MJ - _ Sdence Contingency
Compary: As of 5/30/2015: Total: Your difference:
Unit: 10011325 Scier 5% Additions: - 2014 Actuals: §124262  (§29,14) -23%
Version: | 2016 Final Budget = Reductions: - 2015 Original Budget: 95,118
Your budget's status is: - = 5 As of 6/30/2016: - | 2016 Baseline Budget: $95,118

) Starte 2016 Final Budget: §95,118
Fl

Your bu dg eb: @ vouwerere () revienes

Actions Go to section...

Headcount & Salaries

salary Expenses

Acress the Board

Internal Charges (Pool) *

Across the Board

Other Personnel Trevel & Reception
Across the Board Acruss the Board

(£2)

Supp Part Time
50

(@)Speakers and Honorariums| (@ Travel - Faculty & Staff @  Graphics Design
55,000 562,780 = 50

(PAcademic Student Travel () Conference Ctr Charges
515,000 5500

() Official Reception (#) General Supplies
50 - 50

(Z)0perating Pool Transfers
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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). Link your ActionPak to a Strategic Priority or other category by clicking
Select in the Category box and checking the applicable box(es) in the pop up.

Navigation ActionPaks What if...2 Viewfedit drivers Across the board (all line items) Monthly spreading (all line items) Notes Files

Currently viewing Headcount/FTE Version comparison This section: This unit:

Expense line tems - Example 1 5 Conti
5 The College of NJ g pe cence Contingency
Company: gr As of 6/30/2016: - Total: Your difference: Total: Your difference:
unit: | 10.01_1125: Sciemt ¥ Additions: N 2015 Actual: - - $119,905 ($24,787) -21%
Version: | 2017 Final Budget - Reductions: = 2016 R?VW fBUdQEU B B :géﬁg +$3,880  +4%
. - . . _ 2017 Baselne Reference: - - -

Your budget's status is: © ) started As of 6/30/2017: 2017 Final Budget: = $95,118
FYIl

Example 1

Select budget
methods from here:

By annual amount
ercent increase
y per head
ine item detail
1

d columns

Strategic Contingency

Please select one of the budget methods below and use it to designate the
annual amount for this fine item.

59100

By annual amount

Enter annual amount here:

=

By percent increase

version annual amount is not avalable or is zero.

Note: The 'By percent increase’ option is not avaiable because the percent increase basis

Step 2 (op )

‘Would you like to make a note about this line item? If so, enter your note here. It
will be printed on seme PL reports. You may enter up to 1023 characters.

Import notes from prior budgets

By annual amount per head

Your budgeted headcount:

Enter your annual amount per head here:

This year's annual amount:

6/30/2017

Category

0 Category code

Click 'Select' to choose categories

Category description

Navigation

Currently viewing

ActionPaks

Whatif.2? Viewfedit drivers

Across the board (all line items)

Headcount/FTE

1 other section also uses this line item.
Total from other areas:
Total from here:

Total for this ine tem:

Monthly spreading (all line items)

Strategic Contingen

annual amount for this

Select budget
methods from here:

By annual amount
By percent increase
By per head

By line item detail

By driver x rate

By rows and columns

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

cy

fine item.

By annual amount

Enter annual amount here:

By percent increase
Note: The 'By percent increase' option is not avail
version annual amount i not availabie or & zero.

Company: The College of NJ As of 6/30/2016: -

Unit: | 1001 1125: Scient ¥ Additions: N 2015 Actual:
Version: | 2017 Final Budiget ¥ Reductions: . 2016 REVBEUerBUdQ

= e ——— . 2017 Baseline Reference:
Your budget’s status is: © Started As of 6/30/20_17. - s
Category
FYl
Categories available for 59100 : Strategic

Example 1 Contingency

] Priority I: Attract and retain talented students,
faculty, and staff into a diverse, inclusive, and healthy
campus.

[7] priority I: Enhance Signature Experiences.

[7] priority I : Promote the college's distinctive
identity to enhance institutional and program
recognition at the national level.

[7] priority Iv : Build, operate, and maintain a safe,
sustainable, and accessible physical and technological
infrastructure that supports high-caliber learning.

[7] Priority V : Achieve a sustainable financial model
that allows the college to realize its vision while

By annual amount per head

Your budgeted headcount: Ll

B3
Enter your annual amount per head here:
This year's annual amount:

quality and affordability for the students
it serves,

[ Facilities : Nen-strategic facilities request

[T117 : Non-strategic information technology request

$6,745
S0
$6,745

ection:
xample 1
Your difference:

Section. Amount

fintingency

Files

This unit:
Science Contingency

Total: Your difference:
$119,905 ($24,787) -21%
$91,238 +$3,880 +4%
$95,118
495,118

rd

v e

& to make a note about this

d on some PL reports. You may enter up to 1023 characters.

fine item? If so, enter your note here. It

m Impart from prior budi

3 choose categories

scription
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a. 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.

b. 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 2017 Baseline
Reference to 2017 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.

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

e 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 by Account or
ActionPaks by Units: box.

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

Viewing FY2017 Budget Reports

1. You can access the reporting menu either from the Budget Completed box by clicking Print
reports or by clicking Reports in the top bar of the screen.

Bud getPa k Home Versions Status Reports About Welcome Norma Garza!  [Log Out
Navigation ActionPaks What if_2 View/edit drivers Across the board (all line items) Monthly spreading (all line items) A
Currently viewing Headcount/FTE Version comparison Rt
Expense line items = Epi
Conin: The College of NJ s i s Py
= BN = oot et ™ Total: Your difference:
Unit: JERL-UE LG e e $1,730,760 66,599 +0%
Version: | 2016 Final Budget = 1,889,213  (515L,854) 8%
2 : — $1,737,259 +E100 +0%
Your budgets status s ® Compete @  Budget completed! i
FY1 Congratulations! Your budget has been completely reviewed.
Your budget' @ You are hera @ rey  What would you like to do next? Actions  Ga ta saction...

: : Go to navigation, and select any area to
Continue working ;
review,

Headcount & Salaries ; Salary £ [ internal Charges (Pool) *
Select reports to print.
[ @ Headcount Review - @  Aces | g 7| @  Acwssthe Board
@ New Hires @ adund | bn @ Graphics Design
- 59 $50
-[@  selaryincreases [ @ overled = H@ Fhatacopies
(¥) Compensation Review @ Spreading H @  Express Shipping
= 51,571,356 = 5100
() Monthly Spreading |-[ @ Departmenta| Postage
5175
(@ Telephone Line Charges
53,984

BudgetPak User Guide Page 19 of 25



TONJ ey

2. Click View in the My Budget Decisions box.

BUdg etPak Home Versions Status Welcome Norma Garza!  Log Out

Select a report to preview:

Unit: 10_01_1116: Physics >
version: | 2016 Final Budget -
My budget summary My budget versus... My budget decisions

Or make different report selections:

Advanced reporting Saved report selections

BudgetPak reporting

NOTE: This repart should be printed in landscape mode.
NOTE: This report should be printed on wide paper (Legal or B4).

Send to PDF Send to Excel

{ 1 af 1 Find [ Next e i3

Budget Decisions Report

Version: 2016 Final Budget
Company: The College of NI
U 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 Emplayee Current  Increases  Increases  Increases  Impacton Baseline Flow: Varis
Class  Name D FTE  Alloc. Salary % Amount Date Budget  Baseline%  Amount Baseline  vs.Ba
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NEW JERSEY
LINE [TEMS
Note: Baseline % increase for discretionary line Your Increase /
items is - Increase / (Decrease) vs. (Decrease) vs. 2016
2015 Original Budget Baseline Budget
Bascline:
2015
Original Your 2016 2016 Baseline
Section Line Item Budget  FinalBudget  Amount % Budget Amount % FYI Account notes
Compensation Officers And Employees 5109,719 $114,076 4,357 40% 514,076 - 40%
Compensation Faculty SLI4TG49  SLOOTI20  (S140529)  -122% $1,007,120 - 22%
Compensation Fringe Benefits §465,942 5450160 (315,78 34% 5450,160 - 34%
Total nondiscretionary line items SLT3310  SLSTL3SE  (S151954) 88% $1.571,356 - 38%
Adjunct Payment Adjunct Payment 595,118 593,118 595,118 -
Overload Payment  Overload Payment 50 50
Student Aid Pavroll  Student Aid Pavroll 514,400 514,400 514,400 -
Graphics Design Graphics Design 350 550 550 -
Photocopies Phatocopics §3,750 53,750 53,750 -
Express Shipping Express Shipping 5100 5100 5100 -
Deparizacatal Departmental Postage 5175 5175 5175 -
Telephone Line Telephone Line Charges 53,984 53,984 53,984 -
Telephone Toll Telephone Toll Charges $150 5150 $150 -
Media Center Media Ceater Charges $200 5200 $200 -
General Supplics General Supplies §35,326 535,326 535,326 -
Procurement Card  Procwement Card Charges 50 50
Office Supplies- Office Supplies-Office Max. $3.500 $3.500 - - $3.500 - -
EquipmentRental ~ Equipment Rental 3650 5750 $100 134% 3650 $100 154%  Differs from baseline
Equipment Repairs  Equipment Repairs $8.500 $8,500 - 58,500 -
Official Reception  Official Reception 50 50 - -
Total discretionary lin items 165,903 166,003 5100 0.1% 5165,903 5100 01%
TOTAL EXPENSE SL889213  SL7TIT3S0 (5151854 8.0% 51,737,259 5100 80%
Pagelof1

m

4. 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.

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

e Your report will open in a new window.

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 FY2017 budget, each stack/account must be reviewed. Green check
marks will already appear some sections since your budget has been prepopulated.

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 Messages
Select the unit you would fike to work with: | 10_01_1116: Physics |~ | [t

The last version you were working with was: Mo version has been selected yet

You may select another version below, or: [JEEEERITTS

Select a version
Here are the different versions you can view and work with for unit ‘Physics': Save descriptions

Ry ... Modified
9 patemodified  "°P®  Your comments

rdescription  Status o

Status key: Version type key: tes key:
@ approved Started (but not yet completed) Read-only versions (you may only view) — AD: rsion contains account data only (no employee or asset detail)
& signed off (but not yet approved) @ Needs rollup Read-write versians (you may view and edit) B: Baseline version

@ complets (but not yet signed off) @ Locked for editing Signoff versions (you may view and edif)

a. Click the Sign-off button;

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.
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B dgetPa k : Status Reports Welcome Jeffrey Oshorn!  |Log Out

Select a unit Messages

Select the unit you would like to work with: | 10_01_1116: Physics v

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

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

Here are the different versions you can view and work with For u

Sign off

) Are you sure you would like to sign off an this budget?

Mote: Once your budget has been signed off, you may not
make any more changes ta it {unless your manager revokes your
signoff].

[ view ] [eisory |
[ vew ] [_cony [ ttsory |
e =) N T e |

Status key: Version type key:

Al = ins account data only (no employee o
Read-write versions (you may view and edit) B: Ba:
Complets (but not yet signed off) @ Locked for sditing Signoff versions (you may view and edit)

Approved %! Started (but not yet completed) Read-only versions (you may only view)

ed off (but not yet approved) () Needs roliup

& version

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

BudgetPak Status Reports About Welcome Jeffrey Osbomn!  [Log Out

Select a unit Messages
Select the unit you would like to work with: | 1001 1116: Physics |~

The last version you were working with was: Mo version has been selected yet

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

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

el R e = ()
FY2015-D-33 (2015 Final Budget (ot started yer)
el = ()
e A
FY2015-R-40_|2015 Orginal B Ao (e
FY2016-D-41 {2016 Baseline Budg s ]
Fr2016-0-44_|2016 Final Budgat 2016 Fnal Budget . (vt ] Cristory )

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 rallup Read-write versions (you may view and edit) 8: Baseline version

@ complets (butnot yet sgned 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

FY2017 Final Budget.

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

® Click update view with these selections.

BudgetPak Home

Versions

Reports

About

Welcome Jeffrey Osbom! [Log Out

Status

Select version

o

2016 Final Budget -

\ Update the view with these selections. |

Select status information
anly

@ sn

|| Update the view with these selections

Description

= The College of NJ

= Office of Academic Affairs
= School of Science

Dean of Science
Biology
Chemistry
Physics
Mathematics &
Statistics
Computer Science
Science
Contingency
Dean of Science -
Support
PIAE School of
Science
Medical C

Science
Contingengy

Here is an overview of the status of your units.

&)

Started
Started
Started
Started
Sigried off
Started

Started
Started

Started
Started
Started

Started
Started

Expense

513,350,568
543,508
53,165188
52,480,495
51,737,359
53,857,004

51,348,185
595,118

$595,610
521,764
5338

50
50

2015-04-13 04:56 PM
2015-04-13 04:56 PM
2015-04-15 04:15 PM

2015-04-15 04:01 PM
2015-04-1501:43 PM

Ricketts, Lioyd
Taylor, Jackie
Osborn, Jeffrey
Osborn, Jeffrey
Osborn, Jeffrey
Osborn, Jeffrey
Osborn, Jefirey
Osborn, Jeffrey

Osborn, Jeffrey
Oshorn, Jeffrey

Osborn, Jeffrey
Osborn, Jeffrey
Oshorn, Jeffrey

Osborn, Jeffrey
Osborn, Jeffrey

"W show history

Version

2016 Final Budget
2016 Final Budget
2016 Final Budget
2016 Final Budget
2016 Final Budget
2016 Final Budget

2016 Final Budget
2016 Final Budget

2016 Final Budget
2016 Final Budget
2016 Final Budget

2016 Final Budget
2016 Final Budget

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.)

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.
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BudgetPak

Status

Select version

DM

2016 Final Budget >

| Update the view with these selections |

Versions

Expandall

= The College of NJ

Reports

About

Here is an overview of the status of your units.

I |

Collapseall

= Office of Academic Affairs

Welcome Jeffrey Osborn! |Log Out

A z

N E B [ A
Status Key W

Status Expense H Modified

2015-04-13 04:56 PM
2015-04-13 04:56 PM

e W revokeapproval [l Show history
Filter W
; Z

Budgetholder

Ricketts, Lioyd
Taylor, Jackie

Select status information

L[ Update the view with these selections |

= School of Science Started 513,350,568 92 2015-04-15 D4:15 PM
Dean of Science . Started 549,508 i
Biology . Started 53,165,188 B
Chemistry 52,480,495 17
Physics * 51,737,359 13 2015.04-1504:01 PM
Mathematics & = = 53,857,004 26 2015-04-1501:48 PM
Statistics
Computer Science Started 51,348,185 10
Science Started 595,118 i
Contingeney
Dean of Science - Started $595,510 4
support
FIAE Schoal of Started 521764 0
Science
Medical Careers Started 338 i
Computer Science Started 50 [
Science Started 50 0

Contingeney

Osborn, Jeffrey
Osborn, Jeffrey
Osborn, Jeffrey
Osborn, Jeffrey
Osborn, Jeffrey
Osharn, Jeffrey

Oshorn, leffrey
Osborn, Jeffrey

Oshorn, leffrey
Oshorn, Jeffrey
Osborn, Jeffrey

Osborn, Jeffrey
Osborn, Jeffrey

2016 Final Budget
2016 Final Budget
2016 Final Budget
2016 Final Budget
2016 Final Budget
2016 Final Budget

2016 Final Budget
2016 Final Budget

2016 Final Budget
2016 Final Budget
2016 Final Budget

2016 Final Budget
2016 Final Budget

to consolidate all the budgets in that unit, then click the Sign-off button.

Approval Managers.

Repeat Steps 3 and 4 until all of the units for which you are responsible have been approved.

At the roll-up unit level, which contains your name as the budgetholder, click the Rollup button

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