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Budget Development Submission 

The online Budget Worksheet allows the user to input their data next to the current fiscal year 

data that exists in the system. When the user inputs their speedtype, the system will identify 

whether it is a valid speedtype at the point of entry.  

 

Step Action 

Worksheet 

Navigation 

  

The worksheet is located in the Finance system. Navigate as depicted below.  
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Step Action 

Speedtype 

Search 

 

Enter Fiscal Year and Speedtype, click search or Narrow the search by selecting the Auxiliary 

Budget Status search criteria and Fiscal Year. 

   

 

Enter Fiscal Year 

The search can be narrowed using 

alternate search criteria 

 

Select SpeedType to work on/review 
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Step Action 

Budget 

Worksheet 

Statuses 

 

The Description indicates whether a speedtype is Open, In Progress, Submitted, No 

Budget for Fiscal Year, or Approved.  

Open:  Budget has not been started. 

In Progress: Budget partially completed, not submitted for approval. 

Note: If you did not mean to take ownership of a speedtype, a Budget 

Office administrator will need to be contacted to release that speedtype. 

No Budget for Fiscal Year: Speedtype has been marked as No Planned 

Activity. 

Submitted: Budget completed and submitted for approval.  

Approved: Budget reviewed and approved by the Budget Office. 

 

 

*** Once submitted the budget will no longer be editable. If a budget needs to be edited after it 

has been submitted, the user will need to contact your respective campus budget office to reopen 

the budget. 

 

Budget Status 
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Step Action 

No 

Planned 

Activity 

 

This option allows users to flag a speedtype that will not require a budget because no activity is 

expected within the next fiscal year. Once a speedtype is flagged, it cannot be reversed. If a budget 

needs to be recorded for a speedtype that has been marked as NPA, a budget will need to be 

directly input into FIN 9.2 with a Budget Journal Entry. 

 

***When checking/flagging the No Planned Activity option, a message will appear asking for a 

confirmation. Clicking OK will move this forward with the final confirmation. Clicking 

CANCEL will cancel the flagging of No Planned Activity. 
 

 

 

 

 

Check No Planned 

Activity 
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Budget 

Worksheet 

Page 

 

Important sections:  

1. Speedtype  

This section includes information about the speedtype and about the user. 

 

2. Total Budget Expenditures   

This section displays the sum of Year-To-Date expenditures for the current fiscal year.  

 

3. Balance Status  

This section shows the total amount in resources and expenditures that have been added 

to the next year’s budget and it shows if the budget request is balanced or not. If it is not 

balanced, it will include the amount that the request is off by. 

 

4. No Planned Activity  

This check box allows the user to indicate that no activity is expected on a given speedtype 

in the next fiscal year. Once a speedtype is marked as No Planned Activity (NPA) it 

cannot be undone. If a budget needs to be recorded for a speedtype that has been marked 

as NPA, the budget will need to be directly input into FIN 9.2 with a Budget Journal Entry 

(BJE). 

 

5. Budget Status   

This section indicates whether a speedtype is Open, In Progress, Submitted, No Budget 

for Fiscal Year, or Approved. 

 

6. Resources  

In this section the revenue budgets need to be entered with a negative sign. If cash needs 

to be used in order to balance the budget, then the estimated cash amount needs to be 

entered with a positive sign. Service Centers are required to enter their estimated cash 

balance at year end. This cash balance must be included in next year’s resources and 

reserve amount. 

 

7. Expenditures  

In this section expenditures are budgeted with a positive sign. Accounts can be budgeted 

at the pool level if there is no need for a detailed budget. 

 

8. Buttons  

There are two important buttons at the end of this worksheet, a Save button to save the 

work in progress and a Submit button. The Submit button will be disabled if the budget 

is not balanced or if changes have not been saved. 
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9. Accounts                              

 The Resources and Expenditures sections include a line to add new accounts and a help 

link to find new accounts, if needed. New accounts need to be entered with a budget 

amount in order to be added to the worksheet. These sections also allow users to enter a 

new description and to delete rows if they are not needed. 

 

 ***Click on one of the plus signs in either the Resources or Expenditures section and                              

enter the Account or click on the magnifying glass tool to help find an account number. 

When you open the link, the Account code and Account Description will populate in the 

Account and Account Description field. 

 

10. Comments Box  

This section allows users to add their comments that anyone working on the SpeedType 

can see and add to. 

 

11. Journal Line Reference  

This section allows users to add position number. 

 

 
 

 

 

 

 

 

 

 

No 

Planned 

Activity 

 

Balance 

Status 

Comments 

Box 

Accounts. 

Add new 

rows 

Print Budget 

Page 

Add new budget 

amount in the 

FY Entry column 

 

Add new FTE 

amount in the 

FTE Entry 

column 

 

Funding Sources 

Expenditures 
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Step Action 

 

Balanced 

Worksheet 

 

A balanced worksheet will have the Submit Approval button enabled and it will say “Balanced” 

in the Balance Status section. Once submitted no edits can be done by general users, only 

administrators can edit or remove the submission. 
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Step Action 

Error 

Worksheet 

 

This budget is not balanced, so it cannot be submitted. Revenues and Expenditures need to be 

equal in order to submit this budget. The difference will be shown next to the “Amount Off” 

header under the Error message. 
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Step Action 

Caution 

Worksheet 

 

A Caution message will only be seen by Service Centers that are not balanced where the amount 

that resources exceed expenditures is within the 60 days cash reserve. In this case, the Caution 

warning will still enable the Submit Button. If the unbalance is outside the 60 days reserve range, 

then a Not-Balanced message will be shown and the user will not be able to submit this budget. 

Note: Service centers will see a message in red below the Resources section. This message 

reminds them to enter their estimated cash balance at year end. Please bear in mind that 

encumbrances are not taken into account with the actual column. Therefore, the remaining 

salaries and benefits that will hit this speedtype need to be taken into account when determining 

next year’s budget. Looking at a current financial report of your speedtype will help you 

determine this. Please contact the Budget Office if you need help running financial reports with 

actuals and encumbrances. 
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Step Action 

Not 

Balanced 

Worksheet 

 

The Not Balanced message will be seen for Service Centers, if their unbalanced amount is greater 

than their 60 days reserve. The difference will be shown next to the Amount Off header under the 

Error message.  
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Step Action 

Fund 34 

Page 

 

- Unlike the Auxiliary budgets, the available funds on these SpeedTypes do not need to be spent 

in their entirety—carryforward balances are allowed. 

- Budgeted revenues and other resources  need to be entered with a negative sign 

- Budgeted expenditures need to be entered with a positive sign 

 

 

 

 

Add new FY revenue 

budget.  

CUF Available 

balance- point in 

time  

Add new FY 

expenditures 

budget 


