Requesting Top Three Priorities using BudgetPak ActionPaks

Overview

This guide contains instructions on how to complete the FY2024 top three college/department
priority requests using BudgetPak.

Financial information has been provided in BudgetPak for the completion of the 2024 Budget
Development version. BudgetPak contains versions: 2023 Adopted Budget, 2022 Actuals, and 2021
Actuals that can be used to view and aid during the budget planning process.

In this phase each college/department will access the 2024 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

* 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: Uploading & 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

~ . Show history
) Most current version
;J‘GiEe:d)iaiut indicators {needs rollup, Expand all Collapse all Status Key W Eilter v

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

Step 2: Select ‘2024 Budget Development’ in the ‘Status’ menu to the left. Then click ‘Update the
view with these selections’

Select version > |

2024 Budget Development -

Update the view with these selections



https://westernu.mybudgetpak.com/

Section I: Uploading & Accessing BudgetPak Files

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

1 5 1 - i Wielc
Versions Repaorts Projections Configuration Welcome

Base Linit B /::' Mot started

[Training)

BUdgetPakm Home Versions Status Reports Projections Configuration About Welcome, OFfice!

Budget. Forecast. Report.

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

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)

Step 6: Click ‘Upload’ and select the file(s) you would like to upload.

FYl

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 space used: 50.68 MB out of 500 MB (10 % full).

Admin files User files

File size




Section I: Uploading & Accessing BudgetPak Files

Step 7: Click ‘Save’. If any changes need to be made to documents already uploaded, Delete the
previous file and repeat Step 6 to upload the corrected documents.

FY1

Files I T
Here you may upload or downlozad files from your budget. Depending on your user-privileges, you may manage only your files or zll user

created files. <

File storage space used: 52.63 MB out of 500 MB (11 % full).

User files

]
File size H C Has mappings Mappings
€010 : Strategic Planning b
o M; Delete
1.08 MB Initiatives Administration Cho, Alan (alancha) =
e €010 : Strategic Planning : -
plustification pif 0.57 ME TrER G by Cho, Alan (alancho) pleppes iz

Section ll: Creating ActionPaks for Top Three Priorities

Step 1: Click ‘Status’.

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

Budget. Forecast. Report. ‘
Status fere is an overview of the status of your units.

Select version .
7 Most current version 5
) 5 Filter w
Note: Status indicators (needs rollup Collapse all Status Key ¥ _

signed

g, eic.) are not meaningful in this view Unit code | Description | ‘ Status | Met | Headcount | Modified ‘ E‘rudqeth-:\.der‘ Version !

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

. . . - N [TT} e
Versions Reports Projections Configuration welcome,

v of the status of your units,

Bade Unit B C Mot started
[Training]




Section lI: Creating ActionPaks for Top Three Priorities

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

™
BUdgetPak Home Dashboard Versions Status Reports Projections Configuration About Welcome, Alan! | Log Out
Budget. Forecast. Report.

Mavigation ActionPak= what if..? Viewyedit drivers Across the board (all line items) Monthly spreading (all line items) Notes Files

Currently viewing Headcount/FTE Version comparison This unit:

Base Unit A (Training)
Total: Your difference:

Wesh f Health Sriences Expense line ftems -
Western Uife: of Health Sdences As of 7/1/2023: S

10012: Base Unit A -

Company:
Unit: Additions: - 2021 Actuals:
ersion: 2024 Budget Developr + Reductions: - 2022 Actuals:
e 2023 Adopted Budget:

T GG As of 6/30/2024:
‘our budget's status is: Started SSTEELAE 2024 Budget Development:

FY1

ActionPak configuration [ & oscord | B ciose | Wsere |

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: You may use these up/down
buttons to change the order in
2> ActionPak code: l:l which your ActionPaks appear.
e

[ Active
| Import ActionPaks
e

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

9 Mew private ActionPak
MName:

Fool 2 %
Code: )

| Priarity 1 kR
\g




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 ’@' to add each account to the ‘Accounts
used in this ActionPak’ section. Once all your accounts have been added click ‘Save’.

ActionPak configuration [ % oscars | Bciose | Wsowe |

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. - ' You have unsaved changes!

ActionPak name: | Pool 2 hd @ You may use these up/down
buttons to change the order in

ActionPak code: @ which your ActionPaks appear.

3 Rename ActionPak [7 active

=] Import ActionPaks

Accounts used in this ActionPak: Accounts available fFor use in ActionPaks;

These accounts currently make up this Actios ou may add more accounts These are the list of accounts that are available to e part of this ActionPak.
from the list of available ones at right. If you've\gabakenly added an account to You may select as many accounts as you wish to includkg@@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
Accountclass  Accounk number Line item from the AdionPak: Account class  Account number Line item

Expense 6600 Wages Admin Staff-Full time @ 15 70040 Organizational Sponsorships
Expense 6850 Allocated Fringe Benefits 70055 Marketing
‘ 70211 Cellular Phone Stipend

15 70280 Telephone
@ 70300 Continuing Education

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.

™ -
B Udg e tP a k Home Dashboard Versions Status Reporks Projections Configuration About Welcome, Alan!  |Log Out
Budget. Forecast. Report.
Navigation ActionPaks wWhat if...2 View/edit drivers Across the board (all line items) Monthly spreading (all line items) Motes Files
Currently viewing Headcount/FTE VEiLSEIFOSf; F:::llza:rfsliﬁn = This stack: This unit:
I Western University of Health Sciences P TR : — ActionPaks Base Unit A faiging)

CD'_T'D“"\" 10012 Base Unit & (B8 As “f_’ /1/2023: Total: Your difference: Total: ifference:

Unit: ettt Additions: - 2021 Actuals: - - - -
\ersion: 2024 Budget Developm = 2 - 2022 Actuals - - - -

2023 Adopted Budget:

Your budget’s status is: Started As 07 6/3072024: | 2024 Budget Development:

FYl

Your b u d ge t: @ You are here @ Reviewed

ActionPaks Enterprise Accounts Total Revenues Total Revenue Compensation Advertising Marketing
Promotion
Pool 2 Income Stud e TL tion Rex EI'.JE Other Salaries - Faculty Full Adv e t| ing
50 50 Time
2 S0




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’.

B U dg e tP a k - Home Dashboard Versions Status Reports

Projections Configuration About Welcome, Alan! | Log Out
Budget. Forecast, Report.
Mavigation ActionPaks what iF...? Viewfedit drivers Across the board (all line items) Meonthly spreading (all line items) Notes Files
Currently viewing Headcount/FTE \';igse\:; Cis:'_ltne:qﬁsson = This section: This unit:
o Western University of Health Sdences 1 . r = Pool 2 Base Unit A (Training)

Company: 100712: Base Unit A As of 7/1/2023: : Total: Your difference: Total: Your difference:

Unit: | 1O01S Base Uit AL 7| Additions: 2021 Actuals: - - - -
version: | 2024 Budget Developr * Reductions: - 2022 Actuals:

Your budget's status is: As of 6/30/2024: - 2023 Adopted Budget:

Started 2024 Budget Development:

FYl

POOI.Z 4 Back ol save

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

You have unsaved changes!

Line item 1 of 2 Line item 2 of 2

Step 2 (optional
Wages Admin Staff-Full time 6600 pelEy )
Please select one of the budget methods below and use it to designate the Would you like to make a note about this line item? If so, enter your note here. It
anmual amount for this line item will be printed on some reports. You may enter up to 8000 characters.

New Administrative Assistant Position

By annual amount
Select budget

methods from here: | Enter annual amount here: 941,600 | »

By annual amoun .BV pen:en‘t Lre e . Edit Import nates From prior budgets

= Edit note (-]

New Administrative Assistant Positior|




Section lI: 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 2 oo e [ae e

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

budget 2 separate line ttem.

Line item 1 of 2 Line item 2 of
Allocated Fringe Benefits SEpalimpre)

Would you like to make a note about this line item? If so, enter your note here. It
will be printed on some reports. You may enter up to 8000 characters.
Associated FB

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

By annual amount
Select budget
methods from here:  |Enter annual amount here: £ e o

By annual amo TR : ) ) 3 ) Import notes fram prior budgets
Mote: The "By percent increase’ option is not available because the percent incre is

version annual amount is not available or is zero.
) By annual amount per head Line item usage
By line item detail YYour budgeted headcount: ’2?3%52024 1 other section zlso uses this line item. Rarummi

Total from other areas: $0
Total from here: 313,811

Total for this line item: 313,811

By driver x rate Enter your annual amount per head here: Bl #11ocated Fringe Bensfits

By rows and columns This year's annuzl amount:

This is a summary of the line items in

lh'? actionpak. Wages Admin Staff-Full
ActionPak total: 455411 time 541,500

Allocated Frings Bensfits $13,811

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 ‘ActionPak’.



Section lll: Creating an ActionPak Report

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

B u dg etP a k 3 Dashboard Versions Status Projections Configuration Welcome, Alan! | Log Out

Budget. Forecast. Report.

. Y A
Select a report to preview: v
Unit: 2: Base Unit A (Training) -
Versicn: 2024 Budget Development v
My budget summary My budget Us... My budget decisions
Run 3 summary P&L report of 'Base Unit A Run 3 summary P&L report for 'Base Unit A Run = detailed report listing the dacisions that
{Training]’, version '2024 Budget Devalopmeant’ (Training)’, comparing version 2024 Budgat went into the budgat for ‘Base Unit A (Training)',
Devalopment’ against... version ‘2024 Budget Development

H B B B
ik

Or make different report selections:

Advanced reporting Saved report selections

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

% Selecta report

S

H

Y | Searchreports.. 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

2 Quarterly Rep Level of detail:

Monthly Report

g (@ standard report detail only

2 Summary by Rollup Unit Repart )

g PaL Summary by Unit and Month Q znc‘\ude extended ?jmn onl report .
. Consolidating Repor: {Files, categories, drivers, line item details)
z ActionPak Consolidating Report Chart of accounts:

B Category Consolidating Report @ Company accounts

2 P&L Tag Cansolidating Report O Enterprise accounts

Enterprise Subtotals Report . X

B Budget Remaining Report ?d'"""a' report settings:

£ . Consolidating reports Suppress rows with all zeros

o Consolidating Report [] Exclude variance columns

]

z ActionPak Consolidating Report [] Exclude account notes

g

z Category Consalidating Report Currency option:
g P&L Tag Consolidating Report D (9) v

4 summary reports
Summary by Rollup Unit Report

1.
2.

Click ‘Annual Report’
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.

Select versions

Version to report on:
2024 Budget Development (Budget) v

yodaie pajps

Versions to compare against:
(Mong) v

0
o
@
a
F
«
0
o
=
=

Select ‘2024 Budget Development’
from ‘Version to report on’

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

Advanced reporting

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

pall Select units

Units to report on

Expand all Collapse all Base units only Rollup units only Filker units by tags

|:| Select/unselect all units
“ I:‘ 11WUHS: Western University of Health Sciences
» I:| WUHS: University Operating Fund
‘I:l 1001: Rollup Unit (Training)
10012: Base Unit A (Training)
|:| 10013: Base Unit B (Training)

SUOISIaA Pa@Es | Modale pajp

©n
m
o
a
c
E]
El
&

Select the desired unit.




Section lll: Creating an ActionPak Report

Advanced reporting

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

F4ll Group accounts by

(1]

2 Select how you want to group your accounts:

,;D -::_::- Group accounts by subtotals -Z:_:Z' Group accounts by sections -::Q_:Z- Group accounts by ActionPaks only
% ActionPaks to report on:

o Expand all ActionPaks Collapse all ActionPaks

o

5 Search ActionPaks...

1]

2

é' [] select all ActionPaks [ _| Include inactive ActionPaks

4[] ActionPaks
Pool 2 (10012: Base Unit A (Training))
Pool 2 (10012: Base Unit A (Training))
Pool 2 (10012: Base Unit A (Training))

s)UN PajEs

[A]
=1
(=]
=
o
o
[e]
[+]
=]
=
=
=1
o
o
=4

6. Select “Group accounts by
ActionPaks only”
7. Click “Select all ActionPaks”

Annual Report
« Display detail and summary rows
» Standard report detail only
= Company accounts

with all zeros

Version to report on:

2024 Budget Development (Budget)
1 unit(s) selected

10012: Base Unit A (Training)

Pool 2 (1
Pool 2 (10012: Base Unit A (Training))

Base Unit A (Training))

View the report

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

8. Click ‘View the Report’

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 users. Mot

Send fo PDF Send o Excel Send to Excel (data only) zvailable for 2l reports, May include blank calumns
that are not used with current report selections,
H 4 0F2 [ 3 l:lFr:H\ex: ™ NG
ActionPak Report
Company: ‘Western University of Health Sciences
Version: 2024 Budget Development
Unit: 10012: Base Unit A (Training)
Budget holder: Training, BQ (bofraining)
ActionPak: Pool 2
ActionPak -
code: Priority 1
2024 Budget Notes for 2024 Budget
Account Description Development Development
6600 Wages Admin Staff-Full time 341.600 Mew Administrative
Assistant Position

6850 Allecated Fringe Benefils 213,81 Associated FB
Expense Pool 2 555,411
TOTAL EXPENSE 5$55,411

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’dgetPak" Dashboard

Budget. Forecast. Report. ‘
>

Versions

Select a unit

Select the unit you would like to work with: | 10012: Base Unit A (Trai | »

The last version you were working with was: 2024 Budget Development

Status Reports Projections Configuration About Welcome, Alan! | Log Ot

You may select another version below, or: Muitiple budgets/forecasts...

Select a version

Here are the different versions you can view and work with for unit 'Base Unit A (Training)"

Qo

new budg ~defined defaults

Start new budgsts from scratch

Version code Version fi Status Signed off Date modified Maodified by Your comments

FY2015-R-83 | 2019 Achuals AD o
FY2020-D-84 | 2020 Baseline Budget B | 2020 Baseline Budget
FY2020-D-585 | 2020 Requested Budget 2020 Requested Budget '@' 5/2018 3:30 AM Budgst
FY2020-D-86 | 2020 Reguested Budge... 2020 Requested Budget - 2
FY2020-D-87 | 2020 Operating Budget 2020 Operating Budget @ 4/16/2019 5:29 PM Mendoza
FY2021-D-94 | 2021 Baseline Budget B | 2021 Baseline Budget
FY2021-0-95 | 2021 Budget Developm... 2021 Budget Development;... 3/23/2020 2:31 PM Cho
2021 Budget Developm... 2021 Budget Devalopment @ 12/13/2019 7:41 PM | Mendoza
2022 Baseline Budget E |2022 Baseline Budget
FY2022-0-104| 2022 Budget Developm... 2022 Budget Development ® 420/2021 11:48 AM Cha
FY2023-D-105| 2023 Baseline Budget E | 2023 Baseline Budget
F¥2023-0-110 2023 Budgat Developm. 2023 Budget Development O] 5/10/2022 1:45 PM Cha Histary
FY2024-D-115| 2024 Basaline Budget B 2024 Baseline Budgat [ [ cony | History |
FY2024-0-116) 2024 Budget Developm.. 2024 Budget Development 9/26/2022 5:13 PM Cha | st | vew | emse | copy | Hstoy |

-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 tPak-N Home Dashboard Versions

Status Reports Projections Configuration About Welcome, Alan! | Log Out
Budget. Forecast. Report.

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:
= . | Expense line items . ey

Company: Western University of Health Sciences s of 7/1/2023: B — TUtEl'BcsE Unit %(Iézrra:j??egr)encza'
unit: | 10012 BaseUntAT 7| | additions: 2021 Actuals: - +$70,4111,000%
Version: | 2024 Budget Develapm ¥ Reductions: 2022 Actuals: = +370,4111,000%

e obatc ic- - b 2023 Adopted Budget: - +570,411>1,000%

3 1 130/ -

Your budget's status is: Started As of 6/30/2024 2024 Budget Development: 470,411

FYI

YO ur bU d g et: @ You are here @ Reviewed

Enterprise Accounts tal Revenues Total Revenue m‘
Create on-demand templ
ter

Student Tuition i 2laries - Faculty Full Import from on-demand
50 S Time

Check for completion

Mark all sections Reviewed

o You have selected "Mark all sections Reviewed'. This action will set all unvisited line
items to $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 2 mandatory note
will NOT be marked as reviewed.

OK to proceed?

v 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’.

-
B Udg e tP a k Home Dashboard Versions Status Reporks Projections Configuration About Welcome, Alan! | Log Out
Budget. Forecast. Report.

Mavigation ActionPaks Viewyedit drivers Across the board (all line items) Monthly spreading (all line items) MNotes Files

Currently viewing Headcount/FTE Version comparison

Expense e items - This unit:

Base Unit A (Training)
Total: Your difference:
2021 Actuals: - +570,411>1,0009
Version: 2024 Budget Developm + Reductions: . 202; A:tdua\s: - +S;EI,:H> i,Eu%C:jo
EP— ‘e cbatire ie- i = of £1301/307d- 2023 Adopted Budget: = +570,411=1,000%
Your budget's status is: @ Complete As of 6/30/2024: 2024 Budget Development: 70411

Company: Western University of Health Sciences As of 7/1/2023:

Unit: 10012 Base UnitA( ~ Additions:

FY1

Your b U d ge t: @ You are here @ Reviewed

ActionPaks Enterprise Accounts Total Revenues Total Revenue Compensation Advertising Marketing
Promotion
D poolz ; e @ @ s

Student Tuition Reven JeC her :-c.ufrt sing
50

SD

Step 4: Repeat Steps 1-3 for each unit/organization from your college/department.

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’.

B u d g etP a k - Home Dashboard ersions Reports Projections Configuration About Welcome, Alan! | Log Out
Budget. Forecast. Report.

Status is an oVl w of the status of your units.

Select version
. = .
Mast current version UED Rollup
Mota: Status indicators {needs rollup, Expand all Collapse all ‘ Status Key W
signed

::;f‘" f;g‘f;;:;:’l“ffr“l n this iz Unit code [ —— Status e Madified Budgetholder Versian

@ This version: 4 11WUHS Western University (=) Needs rollup 229,304,656 2022-09-2603:57 PM  Budget, Office | 2024 Budget
of Health Sciences Development
2024 Budget Development  ~ + | WUHS University Started §220,304,658 2022-09-2603:57PM  Budget, Office 2024 Budget
Operating Fund Development
+ 1001 Rollup Unit Needs rollup 2022-09-2603:57PM  Training, BO 2024 Budget
(Training) Develnpment

2 Complete S70411 2022-09-26 0608 PM Training

oma - n -
Select status information — - ® Compte AR T T e
Shox unit.description only { ng)

[ undste the view with these selections |

-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.

B U’ d g etP a k . Home Dashboard Versions Reports

Projections Configuration About Welcome, Alan! | Log Out

Budget. Forecast. Report.

Status Here is an overy

Select version
. —
Most current version e m Show history
signed

=tc.) are niot meaningful in this view

w of the status of your units.

::d?-ill' ot be dlplayes Unit code [Er—— Status MadiFied Budgethalder Version
@ This version: 4 11WUHS Western University (=) Needs rollup $220,394,658 2022-09-2603:57PM  Budget, Office 2024 Budget
of Health Sciences Development
2024 Budget Development  ~ + WUHS University Started $220,304,658 2022-09-2603:57PM  Budget, Office 2024 Budget
- Operating Fund Development
‘ UEEE T DR £ BT 4 1001 @  complete $70,411  2022-09-26 06:11 PM Training, BO 2024 Budget
Development
10012 @  Complete $70411  2022-09-26 06:06 PM Training, 80| 2

Select status information

10013

@ Complete 30 2022-09-26 08:09 PM Training, BO

(@) show unit description only

-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’.

B Udg etP ﬂ k a Home Dashboard Projections Configuration About Welcome, Alan! |Log Out

Budget. Forecast. Report.

Status verview of the your units,

Select version
Most current version

Notes Stabus indicators (nesds rollup, Tl Collapseall ‘;tatus Key W

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

and not b displayed Unit code Description Expense Modified Budgetholder Version

@ This version: 4  11WUHS Western University @ Meeds rollup $229,394,658 2022-09-26 03:57 PM Budget, Office 2024 Budget
of Health Sciences ) Development

b WUHS University Started $229,394,658 2022-09-26 03:57 PM Budget, Office 2024 Budget
Operating Fund Development
Rollup Unit Complete $70,411  2022-09-26 06:11 PM Training, BO 2024 Budget
(Training) - Development
Base Unit A Complete 470411 2022-09-26 06:14 PM Training, BO' 2024 Budget
{Training) lopment

Unit B ( Complete $0 26 DE:09 PM ] 2024 Bu

2024 Budget Development

Undste the view with these selections

Select status information

(@) show unit description only

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

B U’dg etP a k = Home Dashboard 8 Configuration About Welcome, Alan! | Log Out

Budget. Forecast. Repert.

Status

Select version

Notn S s (st ol Expond . Colapsel EEEETTIE T

are not mezringful in this view

i rok be dieslaved Unit code Description Madified Budgetholder Version
= =
@ This version: 4 11WUHS Western University G') Meeds rollup $229,394,658  2022-09-26 03:57 PM Budget, Office 2024 Budget

of Health Sciences Development

» WUHS University Started $220,394,658  2022-09-26 03:57 PM Budget, Office 2024 Budget
Operating Fund Development

1001 Rollup Unit C.} Complete $70,411  2022-09-26 06:11 PM Training, BO 2024 Budget
(Training) Development

Base Unit A (v} Signed off $70.411  2022-09-26 D616 PM Training, BO 2024 Budget

{Training} Development

Unit B ()] Complete 0 X PM Training, BO 20

2024 Budget Development

Updzte the view with these selections

Select status information

(). show unit description_only
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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)’.

™
B u d g etP a k Home Dashboard Versions Reports Projections Configuration About Welcome, Alan! | Log Out
Budget. Forecast. Report.

Status

Select version
Most current version

Note: St cators (e ol Expand Colapse sl StatusKey ¥ e Y

signed
off, ctc.) are not mesningful in this view
and will not be displayed

@ This version: 4 11WUHS Western University (%) Needs rollup $229,394,658 2022-09-26 03:57 PM Budget, Office 2024 Budget

of Health Sciences Development

Description Madified Budgetholder Version

2024 Budget Development -

b WUHS University Started $229,394,658 2022-09-2603:57PM | Budget, Office | 2024 Budget
Operating Fund Development

Update the vi ith th lecti _ » — .
[_Updste theview uicr theseselectons 4+ 1001 Rollup Unit () Signed off $70411 2022-00-2606:16PM  Training, BO 2024 Budget

(Training) Development
A @ Signed off 11

Select status information

() Signed off f0

Shaw unit descripti

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

B U’dg etP a k - Home Dashboard Versions Configuration About Welcome, Alan! | Log Out

Budget. Forecast. Report.

Status Here is an overview of

Select version

. _ Ve
Mast current version
Mote: Status indicators (needs rollup, Expam:l all Cnlhp;g all Filter v

c.) are not meaningful in this view

Unit code Description Madified Budgetholder Version

and will nat be displayed.

@ This version: 4  T1WUHS ‘Western University G—“) MNeeds rollup $229,394,658  2022-09-26 03:57 PM Budget, Office 2024 Budget
of Health Sciences Development

2024 Budget Development - + | WUHS University Started $229,394,658 2022-09-2603:57PM | Budget, Office 2024 Budget
| Updste the view with these selections Operating Fund - Deuelopment
4_ 1001 Rollup Unit (Z)  signed off $70,411  2022-09-26 06:16 PM Training, BO 2024 Budget
(Training) } Development

10012 Base Unit A @ Signed off £70.411 2022-09-26 06:16 PM Training, BO 2024 Budget

(Training) Development

Select status information

10013 Unit B Signed off 50| 2022-09-26 0B:16 PM Training, BO

)

2 Show unit desaription enly

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

B u d g etP a k - Home Dashboard Configuration About Welcome, Alan!  |Log Out

Budget. Forecast. Report.

Status

Select version
. —
Revokeapprovel

Mote: Status indicators (needs rollup, Expand all Collapze all

signed
of e are ot mesningfl i ths vew Unit code pm— Budgetholder =
@ This version: 4 11WUHS Western University @ MNeeds rollup $220,394,658  2022-09-26 03:57 PM Budget, Office 2024 Budget
of Health Sciences Development
2024 Budget Development  ~ + | WUHS University Started $229,394,658 2022-09-26 03:57 PM | Budget, Office 2024 Budget
Operating Fund Development
1001 Rollup Unit : Signed off £70,411  2022-09-26 06:16 PM Training, BO 2024 Budget
(Training) Development
Base Unit A (] Approved 470,411 2022-09-26 06:17 PM Training, BO 2024 Budget
{Training)
Unit B Signed off § 2022-09-26 0&:16 PM

‘ IR T TP e

Select status information

Show unit description anly ng

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