
Budget Request System FAQ 
1. Why does my reference number have a ZZ predecessor?   

This happens when the org field is not filled out.  You must enter a 5 digit org number for the 

system to correctly identify the department. 

2. What do I do if my org doesn’t show up in the dropdown list? 

Ask the Budget Office to add the org directly into the FWVBLOC form. 

3. How can I mark my request as an innovation? 

On the FWABREQ form, check the Innovation box.   

4. Why don’t my requests show up in the SSRS reports? 

The SSRS report data base is updated over night.  If you enter a request today, the data will be in 

the report tomorrow. 

5. What is the character limit for the description field? 

There is a 2000 character limit for the description field.  If you use Word to type your description 

you can count the characters before pasting into the system. 

6. How can I add a new request after the first one is entered? 

On the FWABREQ form in Banner, clear the reference number and then hit next block to move 

into the body of the form.  Enter the required information and then hit save.  The system will 

generate a new number for this request.   

7. How long does the budget process take from the initiating department to the final Cabinet 

allocation? 

The process for each budget process usually takes a month and a half from beginning to end.  

The Budget Office emails the instructions and limitations and immediately opens the system to 

the departments.  The divisions will give an internal deadline for the departments/deans to be 

finished.  The Budget Office will lock out the department/dean level on that day.  The VC’s work 

until the deadline for the Budget Office and then we lock them out.  The Budget Office usually 

takes two weeks to make sure the data is in good order and discuss with the divisional budget 

managers before we provide the final submission to the CFO and Provost.  They determine the 

final submission to the Cabinet.  The Cabinet makes the decision about the final allocation.  The 

Budget Office makes the allocations to the departments.   

8. Who has access to the system and what level are they? 

There are more than 100 users of the system.  Usually the administrative assistant in the 

department will enter the request into the system and prioritize it as directed by the chair.  The 

dean will prioritize as well as determine if a request should go forward to the next level.  The VC 

will re-prioritize and decide what to forward.  The cabinet will usually work from printed reports 

provided by the Budget Office.  Their final decisions are recorded in the Budget Request System 

by the Budget Office.   

9. Are there reports available? 

SSRS reports were developed to make the data easy to work with.  The reports that address the 

needs of the Budget Office, HR, Facilities, Purchasing as well as the departments, deans, VC’s 

and cabinet are available on the SSRS report portal. 



10. What happens to a request that is approved?  Not approved? 

If a request is approved by the cabinet, the Budget Office will make the allocation to the 

department.  If the request is not approved it can be forwarded to the next budget cycle for 

consideration.  All requests, approved or not approved, remain on the system for historical 

purposes. 

11. How is the campus trained on the use of the system? 

There are guidelines available on the Budget Office site each time there is a budget process.  

Training is provided on a regular basis.  There are two classes.  One is a high level that explains 

the different budget process and how they impact the campus.  The other is a hands-on, 

computer based class. 

12. How does a user know what is appropriate to ask for in a budget process? 

For each budget process, the Budget Office sends out guidelines that give specific information 

about what is appropriate to ask for.  It also gives information about any limitations as well as 

the timeline to submit requests.  This information is also on the web site so that anyone on 

campus can stay informed about the budget cycle.  Additional guidance is provided by each 

division. 

13. How does a user get access to the system?  

In order to get access a user must request access on the Banner access form. 

14. Why do we tie requests to strategic goals? 

All budget requests are required to be tied to at least one of the universities strategic goals.  The 

university makes decisions as to what are the most important items for the future.  Based on 

that decision, the university ties resource management to strategic goals and all allocations are 

made to further the goal. 

15. Why do some requests go through HR, Facilities and/or Purchasing? 

HR is involved in all requests for salaried positions to make sure that we are requesting the 

appropriate amount to fund the needed position.  Likewise, we include Facilities in decisions 

that include changes to facilities to be sure that the cost of the work is accurately estimated and 

that the work can be finished by year end.  We include Purchasing in any large purchases to 

make sure that state guidelines are followed and that the purchased item can be delivered on 

time. 

16.  What is the difference between a budget request and a line item request? 

A budget request is viewed as a project and the line items are the specific items needed for the 

total project.  An example is the addition of a new application.  Line items might include, annual 

maintenance, servers, temporary workers to train users, in addition to the cost of the 

application.  The approach has been to look at requests from a total cost perspective to prevent 

the university from making financial decisions without being fully informed of the cost.  The 

perfect example is the cost of an application.  We often forgot to factor in the cost of the annual 

maintenance.  

17.  Is an email generated to let the next level know they have a request to look at? 

No, the system does not generate emails.  The last level must tell the next that the system is 

ready for them or the new level could wait for the cut-off date. 

18. Do the users have to re-submit requests that weren’t approved in the last cycle? 



No, the user can choose to forward a request to the next cycle by checking a box on the request. 

   

 


