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Budget Request Process Overview

The Budget Request submission process has been automated and is accessible through
Banner. Budget Request forms have been created in Banner which standardize the
request entry format and create a uniform flow for the budgetary request and submission
process. The new budget request forms will be used for the processes listed below:

» Biennial Budgets
» Continuation Budget (August-October)
- Expansion Budget (July-August)
- Capital budget (July-August)
» Supplemental Budget -2 Year of Biennial Cycle (November-January)
» Enrollment Growth (August-September)
» Campus-Initiated Tuition Increases (CITI) (July-December)
» Student Fee Funding (September-December)
» Special Funds (September-December)
» Annual Allocations (March-June)
» Mid-Year Review (January-March)

Once the budget requests are entered into Banner they are reviewed by the Budget
Office. They are then moved forward, per Budget Process Guidance, to the next
appropriate level (i.e., Provost, CFO, Cabinet, Chancellor) for review, assessment and
approval.



Banner Budget Request Entry

Log into Banner. To navigate to the Budget Request form type FWABREQ in the
Go To box and hit “Enter”.
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Here is where you start. To begin entry of the
Block'%j]. Banner will then automatically assign a Budget Request ID number (i.e.,

on your division (i.e., ), the current year (i.e.,

) and the number of prior requests (i.e.,

for a new Budget Request hit Next
) based

Upon completion of data entry in this screen you should have a concise, comprehensive view of
what you are requesting, as well as clear justification for the request
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The Chart of Accountsautomatically defaults

Enter a Title for your budget request

Select the Budget Cyclebased on the guidance you have
received from the Budget Office. The Budget Year will
automatically default

Choose a Unit Codewhich is representative of your dept
Choose the appropriate Banner Organization number

The Carry Req/ Forwardutton will normally only be used if the
request has not been funded and you want to submit it in
another budget cycle.

Enter a Narrative Descriptionwhich will provide an overall
description of the request

Enter how you will know this initiative is successful in the
Outcome Measureshox

If you have made efforts to redirect funding with this request
please describe them in the Successful Effortsdoox

If this budget request will help generate other sources of revenue
enter how in the New Revenue Sources Generatedox.




Header Record

- The Chart of Accounts automatically defaults to “W”

- Tab to Title, enter a description of your request (maximum of 35 characters)

- Tab to Budget Cycle and select a budget cycle from the drop down box [*])

- The Budget Year will automatically default based on the budget cycle

- In Unit Code enter Banner unit (division) code (may use drop down box[7])

- In Organization enter Banner organization code (may use drop down box[+])

Final Decision is view only from this screen

- The Carry Req Forward box will not be ticked during initial data entry of a
request. The purpose of this box is to carry a request forward into another
budget cycle ﬁi.e., Your request was not approved for the budget cycle in which
it was originally requested. You want to submit the same request in a future
budget cycle. This is when you would tick the Carry Req Forward box).




Header Record (cont)

he Budget Approved Ind box is view only from this screen

In Narrative Desc enter a comprehensive description of your request (maximum
of 500 characters). This field is a mandatory entry field.

- Tab to Outcome Measures and enter a description of how you will know if this

initiative is successful. This field is a mandatory entry field. An example of this
might be ™ Police Telecommunicators — these police telecommunicators will allow
for efficient delivery of police and other emergency services” (maximum of 400
characters).

If applicable, tab to Successful Efforts and enter a description of any efforts to
redirect funding with this request for university needs. Give specific examples and
numbers where appropriate. An example of this might be "Utility Shortfall - utility
inflationary increases were part of the Governor’'s FY 2006-07 Supplemental
Buddget. During the legislative process, the General Assembly removed this
funding so additional funding is needed to meet the inflationary increases”
(maximum of 250 characters).




Header Record (cont)

If applicable, tab to New Revenue Sources Generated and enter how this
request Eroposes to generate new revenue sources for this budget cycle and if
it is seeking authorization. The purpose of an authorization is to alert other
areas to the need for their cooperation/assistance. An example of this might
be “Redesign of Chancellor's Walk - Initiatives in which the campus can be
attractive and safe will potentially generate additional donor gifts to our
campus. This initiative will reflect the campus pride in our appearance”
(maximum of 250 characters).

The Budget Office Comments field is enterable only by Budget office personnel

The Create User ID, Create Date, Last Change User and Activity Date will all
default when the request is saved.

Hit Save [E) and go to the Line Item Request tab



Click on Line Item Request tab, then Line Item Detail tab to enter individual line items
for the Budget Request. This screen is where you enter the pertinent details for the item
you are requesting. Upon completion of this screen you should have a clear, concise,
comprehensive snapshot of the item you are requesting.
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Line Item Request - Line Item Detail

In the Desc field enter a clear descr(iftion of the item you are requesting.
Remember that Purchasing, Facilities and HR will be using this description during
their review (maximum of 100 characters).

=
Tab to_Fund, enter the Banner fund number (may use drop down box )

Tl?e_ Organization & Program codes will automatically default based on your Fund
choice

The Final Decision is view only from this screen

If applicable, at FTE enter the percentage of FTE (i.e., 1.0, .75, .40, etc.)

If applicable, tab to EPA/SPA Position Title and enter the EPA/SPA Position
number and title as it appears in Banner. For an existing position also enter the
Banner position number (i.e., SPA Admin Asst II, Salary Grade 60, #7456)

=
Tab to Band and enter banded classification (may use drop down box )
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Line Item Request - Line Item Detail (cont)

Tab to Account, enter the Banner account number (may use drop down box [*])

If applicable, in Activity enter an activity code, or tab to next field (may use drop
down box[*] ). This fieid is not @ mandatory entry field.

In Category Code, enter the category code (may use drop down box[*] )

Tab to appropriate Amount block(s) and enter the dollar amountés) for the request.
*Do not include symbols ($), commas (,), decimals (.) or cents ($10.50).

Tab to Approvals Required and check box (V) for Facility and/or Purchasing if
review is required.

The Facilities box would be checked (V) for Renovations or Renovation Related
Charges (i.e., new air conditioning system).

The Purchasing box would be checked for Consulting Services, Items with a cost
above the Capitalization Threshold, and for items requiring Lead Time. If you are
unsure whether your request falls into any of these categories contact your
Purchasing Agent.
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Line Item Request - Line Item Detail (cont)

Use Arrow down key on keyboard, or hit Next Record ) to enter additional
items

Repeat Script until all entries are entered
Hit Save [g] and go to the Line Item Priorities tab

The following fields are view only from this screen:

HR Approved HR Approval Comment
Facility Approved Fac Approval Comment
Purchasing Approved Purchasing Aprv Comment

Budget Office Comment

The éctiviw Date and User ID automatically default when the document is
save
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Click on the Line Item Priorities tab to enter priority and action codes for line items.
This screen is where you assign a Priority Code (i.e., New Request, High Priority) and
an Action Code (i.e., Forward the Request to the Next Level for Approval) for each
line item. Once you have assigned these codes to the line items they are ready to be
processed at the next level within your division.
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Line Jtem Priorities

= Click [r] for Line Ref #. Highlight line item you wish to assign a Priority Code

for and hit OK button

- Go to Level Code and enter the appropriate code (may use drop down box [~])

- Go to Priority Code and enter the appropriate code. There are three priority

codes to choose between. New for things which have not been previously
requested; Prior Year for anything which has been requested in a prior year
or budget process; and Unavoidable for anything you feel you need funding
for which is simply unpreventable. Then there are three levels to choose from
for each priority code, High, Medium and Low. (may use drop down box (=] )
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Line Item Priorities (cont)

Go to Action Code and enter the appropriate code. All new requests should
have an action code of Forward Request. Note: the Cabinet Allocated code is
for Budget Office use only (may use drop down box =] )

The Activity Date and User ID automatically default when the document is
saved

Repeat Script until Priorities and Action Codes have been assigned for all line
items

Hit Save [E) and go to the Line Item University Goals/Objective tab
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Go to Line Item University Goals/Objectives tab to enter University Goals and
Objectives for the individual line items. On this screen you will enter a strategic
goal(s)/objective(s) for each item which is tied to a specific goal/objective. Most
items should be tied to at least one University Strategic Goal/Objective
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Line Item ‘University Goals & Objectives

= Click on Line Ref # and choose the item you want to assign a University Strategic
Goal for. Click the OK button.

- Click on Strategic Goal and choose appropriate strategic goal (may use drop
down box [+]). Note: Individual Line items may have more than one Strategic
Goal and Objective

- Click on Objective and choose the appropriate objective

- The Activity Date and User ID automatically default when the document is saved

- Use Arrow down key on keyboard or hit Next Record to enter additional items

Repeat Script until University Strategic Goals and Objectives have been entered
for all items

Hit Save [gy and go to the Line Item Divisional Goals/Objectives tab
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Click Line Item Divisional Goals/Objectives tab to enter divisional goals and objectives
for the line items. The information provided on this screen is important because it can
provide you with a way to measure how well you are reaching your divisional

goals/objectives.
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Line Item Divisional Goals & Objectives

Click on Line Ref # and choose the item you want to assign a Divisional Goal
and/or Objective for. Click the OK button.

Click on Strategic Goal and choose the appropriate strategic goal (may use drop
down box [+ ? Note: Individual line items may have more than one Divisional
Strategic Goal and Objective

Click on Objective and choose the appropriate objective. Note: if there is not an
objective tied to the Divisional Strategic goal choose *NA"” (may use drop down

box [*] )
The Activity Date and User ID automatically default when the document is saved

Arrow down to add records. Repeat Script until Divisional Strategic
Goals/Objectives have been entered for all items

Hit the Save [2y and go to the Header Priority tab
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Click on Header Priority tab to enter a priority ranking for the request. This screen is
where you assign a Priority Number (i.e., 1, 4, 10) and an Action Code (i.e., Forward
the Request to the Next Level) for the Budget Request. Once you have assigned
these codes to the Budget Request it is ready to be processed at the next level
within your division
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Header Priority

Go to appropriate Level Code, or arrow down to blank a record, click the level
code and choose your level (may use drop down box [7] )

Tab to, or place cursor in, Priority Number box and assign a priority number
(i.e., 1, 3, 10, etc.)

Tab to Action Code and enter an action code (max use drop down box [+])
Note: the Cabinet Allocated code is for Budget Office use only

Check (/) Ready for Review box

Hit Save &) and go to the Collaborative Unit tab if there are collaborating
areas. Otherwise, after hitting Save [, Exit
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If there are any divisions you are collaborating with for this request, click on
Collaborative Unit tab and enter the Organization code(s) and a description of the
Collaboration
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Collaborative Unit

Enter Origination Code (Banner Organization code) for any area collaborating
in the development of this budget request (may use drop down box [*])

Enter a Description of the Collaboration for any collaborative efforts during the
development of this budget request — provide specifics as appropriate
(maximum of 500 characters)

NOTE: You need only enter one (1) Description of Collaboration,
even if there are multiple Collaborating units

Repeat Script until all collaborating units have been entered

Hit the Save [E] and Exit
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Making Changes to an Existing Budget Request

Log into Banner, into the FWABREQ screen as you normally would.

In lieu of hitting Next Block & , a@s you would do to enter a new Budget
Request, click on the Budget Request ID box. A listing of all of the existing
Budget Requests will appear and you can choose the one you wish to make a
change to. Arrow down to the Budget Request ID number you want and then
hit Next Block 2.

Note: To confine the list to requests to your division enter your division
abbreviation (see list below) and the % sign (i.e., AA%).

AA — Academic Affairs PS — Public Service
BA — Business Affairs SA — Student Affairs
IT-ITSD UA - University Advancement

Repeat Script until you have completed your changes.

Hit Save gy and then Exit
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