Requesting Top Three Priorities using BudgetPak ActionPaks

Overview

This guide contains instructions on how to complete the FY2023 top three college/department
priority requests using BudgetPak.

Financial information has been provided in BudgetPak for the completion of the 2023 Budget
Development version. BudgetPak contains versions: 2022 Adopted Budget, 2021 Actuals, and 2020
Actuals that can be used to view and aid during the budget planning process.

In this phase each college/department will access the 2023 Budget Development version to enter all
three priority requests using ActionPaks. One ActionPak will be required for each priority request

leaving a total of three ActionPaks after the request phase has been completed.

Note: Please do not reallocate during the request phase in BudgetPak.
What is an ActionPak?

ActionPaks allow users to itemize each of the top three priorities. Multiple accounts lines with
corresponding notes can be tied to a single ActionPak for each of the top three priorities.

Note: Only budget request(s) entered as ‘ActionPaks’ will be accepted. Please be sure to enter all
request(s) as an ‘ActionPak’.

What to Expect: Step-by-Step

e How to access BudgetPak files

e How to create ActionPaks for top three priorities

* How to create an ActionPak report

* How to mark all sections reviewed and complete

¢ How to sign-off and approve sections (Budget Holders only)
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Accessing BudgetPak

Step 1: Go to: https://westernu.mybudgetpak.com

Step 2: Enter username and password. Click ‘Log In’.

BudgetPak "

Budget. Forecast. Report.

Note: For all Login issues, please contact the budget office at Budget@westernu.edu

Section I: Accessing BudgetPak Files

Step 1: Click ‘Status’.

Bu dge tPak-u Home Versions Reports Projections Configuration About Welcome, Office!  |Log Out

Budget. Forecast. Report. ‘
&Pk is an overview of the status of your units.

Select version

-
atus indicators {needs rollup, Expand all Collapse all Status Key W Eilter v

are not meaningful in this view
and will not be displayed. Unit code | Description | |  Status |  Met | Headcount | Modified | Budgetholder | version |

Step 2: Select ‘2023 Budget Development’ in the ‘Status’ menu to the left. Then click ‘Update the
view with these selections’

Select version

Most current version

N_ute:dStatUS indicators (needs rollup,
signe
off, etc.) are not meaningful in this
view
and will not be displayed.
@ This version:

2023 Budget Development =

Update the view with these selections



https://westernu.mybudgetpak.com/

Section I: Accessing BudgetPak Files

Step 3: Higlight the desired organization/department. Then click ‘Edit’

1 5 1 - i Wielc
Versions Repaorts Projections Configuration Welcome

F the status of your uniks,

BaselninB (20 Mot stared
[Training}

Step 4: Click ‘Files’ to access the Priority Pools Sheet, BudgetPak Instructions, and Time and
Responsibility Schedule.

Bu dge tPak-u Home Versions Status Reports Projections Configuration About Welcome, Office!  |Log Out

Budget. Forecast. Report.

Navigation ActionPaks What if...? View/edit drivers Across the board (all line items) Monthly spreading (all line items) Notes Files

| Cuccentiyviewing | HesdcountyFTE | Version comparison _ ‘_‘

Step 5: Click on the ‘User Files’ tab.

FYl This section has not yet been Reviewed.

Files = e

Here you may upload or download files from your budget. Depending on your user-privileges, you may manage only your files or all user
created files.

File storage space used: 45.28 MB out of 500 MB (9 % full).

Admin files User files

Filename (click to download) User _




Section I: Accessing BudgetPak Files

Step 6: Click desired ‘filename’, then click ‘Open’ or ‘Save’.

Y1

Files

Here you may upload or download files from your budget. Depending on your user-privileges, you may manage only your files or all user
created files.

File storage spavs use... 4.64 MB out of 500 MB (1 % full).

Rolldown

Filename (click to download) s to child Has mappings Mappings
units

FAQs.docx 0.02 MB 10012 : Base Unit A (Training)  Training, BO (botraining) Mappings

Key Terms.dacx 0.03 MB 10012 : Base Unit A (Training) ~ Training, BO (botraining) Mappgings

Requesting Top Three Priorities.docx 219 MB 10012 : Base Unit A (Training) ~ Training, BO (botraining) Mappings.

Running Reports.docx 21MB 10012 : Base Unit A (Training)  Training, BO (botraining) Mappings
11WUHS : Western University
of Health Sciences

Priority Pools.pdf 0.09 MB Budget, Office (boffice) Mappings

Do you want to open or save Priority Pools.pdf from westernu.mybudgetpak.com?

Step 1: Click ‘Status’.

11 )
B u dge tPak Home Versions Reports Projections Configuration About Welcome Office Budget! |Log Out

Budget. Forecast. Report.

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

Select version .
Show history
D Most current version " “
Note: Status indicators (needs rollup, EXpancl Gl Status Key w “

Unit code | Description | Status Net | Headcount | Modified Budgetholder |  Version [

Step 2: Select the desired base unit/organization Click ‘Edit’.

Versions Reports Projections Configuration Welcome,

of the status of your units,

Baze Unit B )] Mot started Training. BO
[Trainimg)




Section lI: Creating ActionPaks for Top Three Priorities

Step 3: Click ‘ActionPak’ and then click ‘Add ActionPak’ to enter the college/department priority
request.

BU dge tPﬂk Home Dashboard Versions Status Reparts Projections Configuration Welcome, Brian!  |Log Out

Budget. Forecast. Report. Advanced reporting

Mavigation ActionPaks What if..? Viewjfedit drivers Across the board (all line items) Monthly spreading (all line items) Files

Currently viewing ‘ Headcount/FTE Version comparison
Western

c line it This unit:
o - R
Ngersity of Health Sciences | aq of 7/1/2022: _ | LExpenseline items ¥ | Base Unit B (Training)

Company: Total Your diff

- . On P - . atal: our airerence:
Unit: 10013: Base Unit Additions: - 2020 Actuals: +5150>1,000%
Version: 2023 Budget Develc ~ Reductions: - 2021 Actuals: - +5150>1,000%
Your budget's status is: As of 6/30/2023: - 2022 Adopted Budget: - +5150>1,000%
2023 Budget Development:

@ Ccomplete

FY1

ActionPak configuration

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

© Add ActionPak ActionPak name: | Pool 1 @ You may use these up/down
buttens to change the order in

@ Delete ActionFa’ ActionPak code: @ which your ActionPaks appear.

LCRename ActionPak ¥ Active

=| Import ActionPak]

Step 4: Under the text field ‘Name’ enter “Pool 1” or “Pool 2” for the corresponding priority pool
(refer to Section I: Accessing BudgetPak Files for Priority Pools PDF). Under the text field ‘Code’ enter
“Priority 1”, “Priority 2”, or “Priority 3” for the priority number you have assigned (1 being most
important and 3 being least). Then click ‘OK’.

Add ActionPak

MNewr private ActionPak
MName:

Poaol 1




Section Il: Creating ActionPaks for Top Three Priorities

Step 5: Select the ‘Line item’ (account name(s))’ to be used for this priority request, under the
‘Accounts available for use in ActionPaks’. Click on the ‘EEESEE’ to add each account to the
‘Accounts used in this ActionPak’ section. Once all your accounts have been added click ‘Save’.

ActionPak configuration

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

@  Add ActionPak ActionPak name: | Pool 1 You may use these up/down

buttons to change the order in

Delete ActionPak ActionPak code: Priority 1 which your ActionPaks appear.

™} Rename ActionPak Active

Import ActionPaks

Accounts used in this ActionPak: Accounts available for use in ActionPaks:

These accounts currently make up this ActionPak. You may add more accounts These are the list of accounts that are available to become part of this ActionPak.
from the list of available ones at right. If you've mistakenly added an account to You may select as many accounts as you wish to include in the ActionPak by

the ActionPak, or want to remove one for any reason, you may do so, but you will clicking the "Add account’ button.

lose any currently budgeted values for it.
Add or remove accounts
Account class Account number Line item from the ActionPak: Account class Account number Line item
Expense Salaries - Administration Full Time Student Tuition

Expense Allocated Fringe Benefits Transportation Reimbursements
Salaries - Incentive Pay

Wages Admin Staff-Full time
Wages Paid Outside Agencies

Note: If the necessary account is not listed under ‘Accounts available for use in ActionPaks’, please
contact the budget office.

Step 6: Repeat Steps 1 to 5 to create ActionPaks for each of the three priorities.

Step 7: Click on ‘Navigation’ to show ActionPaks. Click on the first ‘ActionPak’ to add the budget
request amount and description.

P — .
BU dget ak Home Dashboard Versions Status Reports Projections Configuration About Welcome, Brian! | Log Out
Budget. Forecast. Report.

Navigation ActionPaks Whatif...? View/edit drivers Across the board (all line items) Monthly spreading (all line items) Motes Files

Version comparison
Headeount/FTE . p. This section: This unit:
Expense line items

Company: Western University of Health Sciences | g of 7/1/2022: - _ Total: Your difference: Base Unit B (Training)

= = Total: Your difference:
Unit: 10013: Base Unit = Additions: - 2020 Actuals: _ . : B

Version: 2023 Budget Develc Reductions: > 2021 Actuals:
Your budget's status is:

As of 6/30/2023: = 2022 Adopted Budget: - - _

Started 2023 Budget Development:

FYl

YOUr bud get. @ You are here @ Reviewed

Enterprise Accounts Total Revenues Total Revenue Cost of Goods Sold
’ Expense () Student Tuition )Revenue - Physicians () Salaries - Faculty Full ) COGS- Medical
S0 - 50 50 - '%'ime - Equ$ipment
0 0




Section Il: Creating ActionPaks for Top Three Priorities

Note: In this example, all three ActionPaks for the top three priorities have been entered under one
unit. If the three ActionPaks are in different base units under one college/department, select the
corresponding ‘Unit’ to show each ActionPak.

Step 8: Under ‘Line item 1 of 2, click the ‘By annual amount’ field, enter the budget request
amount for that account. Click on ‘Edit’, and then enter the narrative, justification, and timeframe of
the request under the pop-up window. Click ‘Save’.

BudgetPak-

Home Dashboard Versions Status Reports Projections Configuration About Welcome, Brian! |Log Out

Budget. Forecast. Report.

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

Currently viewing Headcount/FTE Version comparison This section: TRislnit
Company: Western University of Health Sciences | ag of 7/1/2022: | Expense line items ™ | Pool 1 Base Unit B (Training)

N K s o Total: Your difference: Total: Your difference:
Unit: 10013: Base Unit * | | Additions: 2020 Actuals: = -
Version: 2023 Budget Develc Reductions: 2021 Actuals:

Your budget's status is: As of 6/30/2023: 2022 Adopted Budget:

Started 2023 Budget Development:

FYI

Pool 1

= Back
Z

ep
Step 2 (optional)
Salaries - Faculty Full Time 6000
Please select one of the budget methods below and use it to Would you like to make a note about this line item? If so, enter your
designate the annual amount for this line item note here. It will be printed on some reports. You may enter up to
) 8000 characters.
By annual amount
Select budget Ent |  here: praly
methods from nter annual amount here: 30 |+
here: By percent increase
By annual amount !\Iote: The 'B_y perc_ent increase’ optmm.\'s not avgllable be_cause the percent Edit Nimport notes from prior budge!
increase basis version annual amount is not available or is zero.
1
Y
&z v

S



Section Il: Creating ActionPaks for Top Three Priorities

Step 9: Repeat step 6, for each additional account, if applicable, click the next tab ‘Line item X of X’.
Click 'Save’.

Pool 1 [ § osord | Bcose | @sare

This ActionPak consists of 2 line items. To budget these line items, proceed through each step, one at a time. On each step you
will budget a separate line item.

Line item 1 of 2 Line item 2 of 2

ep | _ .

Step 2 (optional]
Salaries - Administration Full Time Q 6200 p2(op )
w antfuse it to

Please selact one of the budget methods belo Would you like to make a note about this line item? If so, enter your
designate the annual amount for this line item note here. It will be printed on some reports. You may enter up to
) 8000 characters.

By annual amount
Select budget

methods from

Enter annual amount here: 50

here: By percent increase
By annual amount _Note: The 'By percent increase’ optl‘on_is not ava_\ilahle bgcause the per 3 Edit limport notes from prior budge
increase basis version annual amount is not available or is zero.

Line item usage

ﬁy annual amount per head

4
As of 1 other section also uses this line Section Amount
6/30/2023 item. %

Enter your annual amount per head here: Total from other areas: S0

This year's annual amount: Total from here: $0
3 Total for this line item: S0

ur budgeted headcount:

Step 10: Repeat steps 7-9 for each of the three priorities.

Note: Only budget request(s) entered as ‘ActionPaks’ will be accepted. Please be sure to enter all request(s) as
an ‘ActionPack’.




Section lll: Creating an ActionPak Report

Step 1: Click ‘Reports’, to review all ActionPaks. Click ‘View’ under the ‘Advanced reporting’ menu

BUdgetPakm Home Dashboard Versions Status

Projections Configuration About
Budget. Forecast. Report.
Select a report to preview: ‘/
Unit: 10013: Base Unit B (Training) =¥
Version: | 2023 Budget Development Y

My budg My budget
Run a summary P&L report of 'Base Unit Run a summary P&L report for 'Base Run a detailed report listing the
B (Training)', version '2023 Budget Unit B (Training)', comparing version decisions that went into the budget for
Development' '2023 Budget Development’ against... 'Base Unit

(Training)', version '2023
Budget Development’

View

s
View
r 2021 Actua View

Or make different report selections:

Advan ctions
Select a different report, or choose Run one of my saved reports.

different ways to see the above reports.




Section lll: Creating an ActionPak Report

Step 2: ‘Select’ or ‘Click’ the following ‘Parameters’ for each of the six steps shown under the

advanced reporting window:

Advanced reporting

Select & report and detailed options for it. You may also retrieve previously saved selections.

o Select a report
3
P | search reports... i jons:
= Select the following report options:
S
Bl ¢ PeLreports Row detail:
= Annual Report (@ Display detail and summary rows
E Year-to-Date Report (O Display summary rows only
= uarterly Report
a ey e Level of detail:
2 Summ: bp aellup Unit Report (@ standard report detail only
S o ’ (O 1nclude extended detail on report
= P&L Summary by Unit and Month P p | P .
= Consolidating Repart {Files, categories, drivers, line item details)
z ActionPak Consolidating Report Chart of accounts:
B Category Consolidating Report @ Company accounts
Et Pl Tag Consolidating Report O Enterprise accounts
Enterprise Subtotals Report » )
9 Budget Remaining Report ?dunnnal report settings:
£ . Consolidating reports Suppress rows with all zeros
5 Consolidating Report [ Exclude variance columns
2 ActionPak Consolidating Report [] Exclude account notes
z Category Consolidating Report Currency option:
g P&L Tag Consolidating Report D (9) v

4 summary reports
Summary by Rollup Unit Report

1. Click ‘Annual Report’
2. Check off the boxes as shown in the
example

Advanced reporting

Select a report and detailed options For it. You may also retrieve previously saved selections.

w
<
I}
=

el

Version to report on:
2023 Budget Development (Budget) v

Jjodas e pajag

Versions to compare against:
(None) v

0
S
m
a
®
a
o
=

3. Select ‘2023 Budget Development’
from ‘Version to report on’

4. Select ‘(None)’ from ‘Versions to
compare against’

Advanced reporting

Select a report and detailed options for it. You may also retrieve previously saved selections.

¢
o

o i -

= Units to report on:

o

w

[

= |:| Select/unselect all units

é 4 |:| 11WUHS: Western University of Health Sciences

§ > D WUHS: University Operating Fund

4 D 1001: Rollup Unit (Training)
D 10012: Base Unit A (Training)
10013: Base Unit B (Training)

5. Select the desired unit.




Section lll: Creating an ActionPak Report

6. Select “Group accounts by ActionPaks
Advanced reporting only”

Select a report and detailed options For it. You may also retrieve previously saved selections.

- T | 7 Click “Select all ActionPaks”

Select how you want to group your accounts:
O Group accounts by subtotals O Group accounts by sections @ Group accounts by ActionPaks only
ActionPaks to report on:

Expandall ActionPaks | Collapse all ActionPaks

Search ActionPaks...

Select all ActionPaks D Include inactive ActionPaks
4 ActionPaks
Pool 1 (10013: Base Unit B (Training))

Aqsunone dnoun JETEAREE I EENET I ENS RIS P IR R

8. Click ‘View the Report’
Annual Report
+ Display detail and summary rows
« Standard report detail enly
+ Company accounts
« Suppress rows with all zeros
= Currency: USD ($)
= Version to report on:
2023 Budget Development (Budget)
= 1 unit(s) selected
10013: Base Unit B (Training)

« No tags selected.

= Group by: ActionPaks
Pool 1 (10013: Base Unit B (Training))

View the report

Your report will appear in a new tab or a new
browser window depending on how your
browser is configured.

Step 3: The report will show all ActionPaks/Priorities each college or department has entered.
Reports may be ‘Send to PDF’ and/or ‘Send to Excel’ by clicking the options shown below.

BudgetPak* Reporting

Budget. Forecast. Report.

Send to Excel (data enly): For advanced
Send to PDF Send to Excel Send to Excel (data o usars, Not avallable for all reports. May
nclude blank columns that are not used

with current report selections.

Woda1 Jof2 b b s [ |FindiNext H- & %

ActionPak Report

Company: Western University of Health Sciences
Version: 2023 Budget Development

Unit: 10013: Base Unit B (Training)

Budget holder: Training, BO (botraining)

ActionPak: Pool 1

ActionPak
code:

Priority 1

Notes for 2023
2023 Budget Budget
Account Description Development Development

5000 Salaries - Faculty Full Time 5100
5200 Salaries - Administration Full Time $50
Expense Pool 1 §150

TOTAL EXPENSE §150

Note: Please allow the college/department head to review and approve the reported ActionPaks
before proceeding with BudgetPak.

-10 -



Section IV: Marking all Sections as Reviewed and Complete

Note: Once the college dean or department head has reviewed and approved the requested
ActionPaks, the request may be marked as reviewed.

Step 1: Click on 'Versions’. From the versions tab, select the unit/organization containing the priority
request/ActionPak. After the selection has been made click ‘Edit’.

™ .
BU dge tPak Home Reports Projections Configuration About Welcome, Brian! | Log O

Budget. Forecast. Report.

Versions

Select a unit Messages
Select the unit you would like to work with: | 10013: Base Unit B (|~ | 3 Zedll T8

The last version you were working with was: 2023 Budget Development

You may select another version below, or:

Resume editing Multiple budgets/forecasts...
Select a versio
@ Start new budgets from pre-defined defaults —
Save descriptions

Here are the different versions you can view and work with For unit 'Base Unit B

Frar Start new budgets from scratch
(Training)": =

d Your comments
FY2019-...

FY2019-... (2019 Adjusted Bu... 2019 Adjusted Budget

FY2019-... |2019 Actuals 2019 Actuals

FY2020-... |2020 Baseline Bu... 2020 Baseline Budget

FY2020-... |2020 Requested B... 2020 Requestad Budget - 11/19/2018 9:30 AM | Budget
FY2020-... |2020 Requested B... 2020 Requestad Budget - 2

FY2020-... (2020 Operating B... 2020 Operating Budget o 4/16/2019 5:29 PM | Mendoza
FY2021-... |2021 Baseline Bu... 2021 Baseline Budget Histof
FY2021-... |2021 Budget Dev... 2021 Budget Developmen... 3/23/2020 2:16 PM Cho | History |
FY2021-... |2021 Budget Dev... 2021 Budget Development 0 12/13/2019 7:41 PM | Mendoza | History |
FY2022-... |2022 Baseline Bu... 2022 Baseline Budget [ History |
FY2022-... |2022 Budget Dev... 2022 Budget Development 4 4/20/2021 11:48 AM Cho [ History |
FY2023-... |2023 Baseline Bu... 2023 Baseline Budget | coov | History |
FY2023-... |2023 Budget Dev... 2023 Budget Development ] | sign off| 9/22/2021 12:42 PM Hwang | Edit

| view | Erase | cooy | History| -

X

-11 -



Section IV: Marking all Sections as Reviewed and Complete

Step 2: Click ‘Actions’ and click ‘Mark all sections Reviewed’. Click ‘OK’ on the pop-up window.

BUdge tPakb Dashboard

Versions Status Reports Proj
Budget. Forecast. Report.

Configuration About Welcome, Brian! | Log Out

Navigation ActionPaks What i View/edit drivers Across the board (all line items) Monthly spreading (all line items) Notes Files
Currently viewing Headcount/FTE Version comparison

c line it . This unit:
Company: Western University of Health Sciences | ag of 7/1/2022; \Expense Tne feme 7

Base Unit B (Training)
. . - O, Total: ‘Your difference:
Unit: | 10013: Base Unit ~| | Additions: 2020 Actuals: +$150>1,000%
Version: 2023 Budget Develc ~ Reductions: 2021 Actuals: +5150>1,000%
As of 6/30/2023: 2022 Adopted Budget: +$150>1,000%
. 2023 Budget Development: A
FYI \M
== |

Your budget’s status is:

YO ur b u CI g at: @ You are here @ Reviewad

Actions Go to section...

[] Show ALL sections

_ Enterprise Accounts Total Revenue Compensation Mark all sections Reviewed
- - S0 - 50

Create on-demand template
Expense
50

Salaries _Faculty Import from on-demand tenr
Time Check for completion
s —) J

[5) Mark all sections Reviewed

Q

You have selected "Mark all sections Reviewed'. This action will set all unvisited line

items te $0, and will make it appear as if you have in fact reviewed all sections (even
though you haven't)

spreading defaults will be applied. Any section with an account with a mandatory note

will NOT be marked as reviewed.

OK to proceed?

o«

-12 -



Section IV: Marking all Sections as Reviewed and Complete

Step 3: Once complete, the ‘Your budget status is’ indicator will change from ‘Started’ to
‘Complete’.

BudgetPak-

Budget. Forecast. Report.

Home Dashbeard Versions Status Reports Projections Configuration Welcome, Brian! |Log Out

Navigation ActionPaks ‘What if...? View/edit drivers Across the board (all line items) Monthly spreading {all line items) Files

Currently viewing Headcount/FTE Version comparison

This unit:

Western University of Health Sciences
10013: Base Unit =

Company:
Unit:
Version:
Your budget’s status is:

2023 Budget Develc ~

® complete

i Expense ling items =~
As of 7/1/2022:

Additions:
Reductions:
As of 6/30/2023:

2020 Actuals:
2021 Actuals:
2022 Adopted Budget:

Base Unit B (Training)
Total: Your difference:
+5150>1,000%
+5150>1,000%
+5150>1,000%

2023 Budget Development:

FYl

YO ur b u d g ek: @ ‘You are here @ Reviewed

Enterprise Accounts Total Revenues Total Revenue
(@) Pool 1 (@] Expense (#) Student Tuition (#)Revenue - Physicians (¥)5alaries - Faculty Full
50 = 50 = 50 = Time
S0

Repeat Steps 1-3 for each unit/organization from your college/department.

Compensation

Step 4:

Note: Only budget request(s) entered as ‘ActionPaks’ will be accepted. Please be sure to enter all request(s) as
an ActionPak.

Step 5: Click ‘Status’. Click on the ‘Needs rollup’ row. Once the row has been selected, it will be
highlighted. Click ‘Rollup’.

Home Dashboard Versions About Welcome, Brian!  |Log Out

BudgetPak"

Budget. Forecast. Report.

Reports Projections Configuration

Status of the status of your units.

Select version

Most current version
Note: Status indicators (needs rollup,
signe

aI"’rlr etc.) are not meaningful in this Expandall

Filter W

Budgetholder
Budget, Office

Status Key ¥

view
and will not be displayed.
@ This version:

Description Modified

2021-09-22 12:06

Version

2023 Budget
Development
2023 Budget
Development
2023 Budget
Development
2023 Budget
Development
2023 Budget
Development

4  Western University of $223 865,680 1]

Health Sciences

Needs rollup
2023 Budget Development ~

$223,865,680 0

* - University Operating
| Update the view with these selections Fund

4 Rollup Unit (Training)

Complete Budget, Office

2021-09-22 12:06
PM

Needs rollup 0 0 2021-09-22 12:06 Training, BO

Base Unit A Complete 0 2021-09-2101:44 PM
(Training) /

Base Unit B ( Complete 50
(Training)

2 z Training, BO
Select status information g

21-09-22 12: ining, B
@ Show unit description only 0| 2021-09-22 12:58 PM Training, BO

PRI P m

-13-



Section IV: Marking all Sections as Reviewed and Complete

Step 6: Once the ‘Rollup Unit’ has been rolled up, the highlighted row status key will change to
green, if all ‘Base Unit(s)’ have a ‘Complete’ status.

BUdgetPak Home Dashboard Reports Projections Configuration About Welcome, Brian! |Log Out

Budget. Forecast. Report.

f the status of your units.

Select version -

7' Most current version

Note: Status indicators (needs rollup,

o e | ewskeyy
ot% etc.) are not meaningful in this Status Key ¥ Filter ¥
b

view
_ and will not be displayed. Description Status Income Modified Budgetholder Version
® This version: Western University of Complete $223,865,680 0 2021-09-2202:06  Budget, Office 2023 Budget

2023 Budget Development ~ Health Sciences N PM Development
+- University Operating @ Complete $223,865,680 2021-09-22 12:06 Budget, Office 2023 Budget

| Update the view with these selections

4 Rollup Unit (Training) Complete $0 0 2021-09-22 02:06 Training, BO
PM

Development

Base Unit A @ Complete 50 0 2021-09-21 01:44 PM Training, BO 2023 Budget
(Training) Development
@ Show unit description only Eafe UF\F B - Complete 50 0 2021-09- 2:58 PM Training, BO EO?_'S Budget

— Iraining Development

Select status information

= "

-14 -



Section V: Signing-Off and Approving (Budget Holders Only)

Note: This function is restricted to Budget Holders only.

Step 1: To sign-off on a unit, select each unit/organization row and click ‘Sign off’.

BudgetPak*

Budget. Forecast. Report.

Home Dashboard Versions Reports Projections Configuration About Welcome, Brian! Log Out

Status

Here is an oven

v of the status of your units.

Select version

Mast current version
Mote: Status indicators (needs rollup,

sgne
off, etc.) are not meaningful in this
view

and will nat be displayed.
@ This version:

2023 Budget Development =

‘ Update the view with these selections

Select status information

Description
Western University of
Health Sciences

+ University Operating
Fund
4 Rollup Unit (Training)

Base Unit A
(Training)
Base Unit B

Income

Complete $223 865,680

Complete $223 865,680
Complete 50

Complete 50

Modified
0 2021-00-22 02:06
PM

2021-09-22 12:06
0 2021-09-22 02:06
0 2021-09-21 01:44 PM

0 2021-09-22 04:32 PM

Filter ¥

Budgetholder
Budget, Office

Budget, Office
Training, BO

Training, BO

Version
2023 Budget
Development
2023 Budget
Development
2023 Budget
Development
2023 Budget
Development

Training, BO 2023 Budget

Development

@ Show unit description only

ik P L

Complet, 50
1

(Iraining)

Note: Once the unit has changed the status key will change to signed off as shown below.

BudgetPak~

Budget. Forecast. Report.

Status

Home Dashboard Versions Reports Projections Configuration About Welcome, Brian! |Log Out

Here isan overy f the status of your units.

Revoke sign off
Status Key ¥ Filer ¥

Modified Budgetholder
2021-09-22 02:06 Budget, Office

Select version

Most current version
Note: Status indicators (needs rollup,
signe Expand all

Collapse all

off, etc.) are not meaningful in this
viev
and will not be displayed.

@ This version:

Income
$223,865,680

Version
2023 Budget
Development
2023 Budget
Development
2023 Budget
Development
2023 Budget
Development
2023 Budget
Development

4 Western University of (]
Health Sciences _

- University Operating @
Fund N

4. Rollup Unit (Training) @

Complete
2023 Budget Development ~

Complete $223,865,680 Budget, Office

2021-09-22 12:06
PM

| Update the view with these selections

Complete $0 2021-09-22 02:06

Training, BO

Base Unit A L)
(Training) _
Base Unit B -
{Training)

A ; signed off $0 2021-09-22 0436 PM  Training, BO
Select status information 'gned o raining,

21-09-22 04:32 i 1
@ Show unit description only Complete $0 2021-09-22 04:32 FM Training, BO

ek P m
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Section V: Signing-Off and Approving (Budget Holders Only)

Step 2: Repeat step 1 for all ‘Base unit(s)’ and ‘Rollup Unit(s)’.

BudgetPak~

Budget. Forecast. Report.

Select version

Most current version
Mote: Status indicators (needs rollup,

s'%;ne _ o
off, etc.) are not meaningful in this

and will not be displayed.
@ This version:

2023 Budget Development ~

| Update the view with these selections

Select status information

@ Show unit description only
Lichow unic coda ol

Home

Dashboard Versions

Collapse all

Western University of
Health Sciences N
¢+ University Operating @

Complete
Complete

« Rollup Unit (Training) Signed off
Base Unit A
(Training)

Base Unit B

(Training)

Signed off

Signed off

Reports Projections Configuration About Welcome, Brian!  |Log Out

s of the status of your units.
Status Key ¥

Modified
2021-09-22 02:06

Filter ¥

Budgetholder
Budget, Office

Income
$223,865,680 0

Version
2023 Budget
Development
2023 Budget
Development
2023 Budget
Development
2023 Budget
Development
Training, BO 2023 Budget

Development

$223,865,680 0 2021-09-22 12:06 Budget, Office

S0 0 2021-09-22 04:37 Training, BO

50 0 2021-09-22 04:36 PM Training, BO

50 0 2021-08-22 04:37 PM

Step 3: To approve a unit, select each Base Unit and Rollup unit/organization. Click ‘Approve’.

Repeat this step for all.

BudgetPak~

Budget. Forecast. Report.
Status

Select version

Most current version
Note: Status indicators (needs rollup,
S#I’]E _
off, etc.) are not meaningful in this
view
and will not be displayed.

@ This version:

2023 Budget Development ~

| Update the view with these selections

Home

4

Select status information

@ Show unit description only
iichow unit coda only

Dashboard Versions

Here is an overvi

Expand all

Collapse all

Description Status

Western University of

Health Sciences

¢ University Operating
Fund

4. Rollup Unit (Training)

Complete
Complete
Signed off
Base Unit A
(Training)

Base Unit B
{Training)

Signed off

Signed off

Reports Projections Configuration About Welcome, Brian! | Log Out

¢ of the status of your units,

Filter W

Version
2023 Budget
Development
2023 Budget
Development
2023 Budget
Development
2023 Budget
Development
2023 Budget
Development

§223,865,680 0 2021-09-22 02:06 Budget, Office

§223,865,680 0 2021-09-22 12:06 Budget, Office

$0 0 2021-09-22 04:37

$0 %D 2021-09-22 04:36 PM
$0 0 2021 04:37 PM
/

Training, BO
Training, BO

Training, BO

Note: Once the unit has been approved the status key indicator will change to approved as shown

below.

BudgetPak-

Budget. Forecast. Report.
Status

Select version

Most current version
N_ote:dstatus indicators (needs rollup,
signe:

view )
and will not be displayed.
@ This version:

2023 Budget Development =

| Update the view with these selections

Select status information

Pl

@ Show unit description only
il i+ = "

Dashboard Versions

Here is an oven

Expand all

Collapse all

Description
Western University of
Health Sciences

» University Operating
Fund

Complete
Complete

4 Rollup Unit (Training) Signed off
Base Unit A
(Training)
Base Unit B
(Training)

Approved

Signed off

Reports Projections Configuration About Welcome, Brian! |Log Out

f the status of your units.

Revoke approval
Filter ¥

Budgetholder
Budget, Office

Status Key ¥

Modified
2021-09-22 02:06

Income
$223,865,630 0

Version
2023 Budget
Development
2023 Budget
Development
2023 Budget
Development
2023 Budget
Development
2023 Budget
Development

$223,865,680 0 2021-09-2212:06  Budget, Office
PM

Training, BO

0 2021-09-22 04:37
PM

0 2021-09-22 04:47 PM Training, BO

0| 2021-09-22 04:37 PM Training, BO

Step 4: Repeat step 3 for each ‘Base unit’ and ‘Rollup Unit’.
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