IC ANNUAL BUDGET PROCESS User Guide
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Overview
Each year departments are involvedwi t h t he Col |l egeds budget planni

fiscal year. The online budget process utilizes Parnassus and provides the College with a
streamlined process where users can review, change, and submit their budgets for approval.

Objective

The budget process enables users to view, edit, and submit departmental budgets in Parnassus,
depending upon their role in the budget process. This guide provides instruction for accessing,
reviewing, editing, submitting, approving, and viewing the status of annual proposed departmental
budgets within Parnassus.

Budget Process Roles

The budget process involves three roles: Reviewer, Submitter, and Approver. Deans and vice
presidents designate staff in these roles for the budget process. Associated responsibilities and tasks
are described below. Submitters are required to have the IC Annual Budget Process responsibility in
Parnassus; this is optional for reviewers and approvers. Please notify the Budget Office with staff
changes relating to these roles.

x Reviewers i individuals assigned this role are responsible for reviewing the budget and making
proposed budget changes. Reviewers are not responsible for editing and entering these
proposed changes in Parnassus. Reviewers may have the IC Budget Report responsibility in
Parnassus.

x Submitters 1 individuals assigned this role must have access to the Budget Process in
Parnassus. Submitters are responsible for distributing budget worksheets to the Reviewers and
then editing and submitting the proposed budgets to Approvers through the Budget Process in
Parnassus.

x Approvers i individuals assigned this role receive notification of the submitted proposed
departmental budgets through email or Parnassus Worklists. Approvers access, review, and
approve or reject proposed departmental budgets. Approvers may have the IC Budget report
responsibility in Parnassus.

Budget Process Email Marc Israel, Assistant Director
budgetprocess@ithaca.edu 274-3804

misrael@ithaca.edu
Budget Process
Noelle Bartolis, Budget Analyst Sally Dietz, Director

274.3385 http://www.ithaca.edu/budget/ 774-1888
nbartolis@ithaca.edu sdietz@ithaca.edu
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Figure 1: Budget Process

x An overview of the Budget Process (Figure 1)

1. Submitters receive notification when annual budget process opens (also see Budget Office website)

2. Submitters access departmental budgets via IC Annual Budget Process responsibility in Parnassus

3. Submitters distribute Reviewer Worksheets via email or print

4. Reviewers return completed reviewer worksheets to Submitters

5. Submitters enter budget changes from Reviewer Worksheets in Parnassus

6. Submitters submit proposed departmental budgets in Parnassus (once submitted, departmental budgets
may not be edited again until after approval process is completed)

7. Approvers receive notification of submitted budgets

8. Approvers approve or reject proposed departmental budgets via email or Parnassus Worklist

9. If more than one approver is designated then proposed budget goes to the next Approver in line.

(The final approver for the College is the Budget Office)
10. Budget process is completed. Submitters can now make additional changes to budgets and resubmit
the proposed departmental budget for approval again until the close of the budget period.

11. Complete any required budget forms for new position requests, planning & priority initiatives, small equipment

or capital requests which can be found on the Budget Office website.

Select & View Budgets
Submitters log into Parnassus
Choose IC Annual Budget Process
Select View/Edit Annual Budgets
Select Department from drop down menu

A Submitters will only see the departments they have access to
5. Select FY (i.e. FY13is for June 1, 2012-May 31, 2013)

A Current Budget Submit Period represents the timeframe for the budget process

6. Click View/Edit Budget to view departmental budget

7. Use breadcrumbs at top left of window to Select Budget for another departmental budget (Figure 2)

PP

A Breadcrumbs are always used to navigate to prior budget windows throughout the budget process in

Parnassus

Breadcrumbs

Proposed Budget For Director Of Financial Srvecs FY-
Budget Process: Select Budget = wiew Budget

Jump To Pr
00000 - Mone

+ Clickthe Editlink atthe heginning of each budget line 19002 - Auxiliary Telep
to EQIT the PROPOSED budget amount for that account.

Figure 2: Breadcrumbs
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Distribute Reviewer Worksheets

Submitters have two options when distributing the proposed departmental budget worksheets to the

Revi ewer s:
single project.

print or

e sbadget inciuding allrptojects.eor pdire gr ammail ane nt 6

Proposed Budget For Director Of Financial Srvcs FY-

Budget Process: Select Budget > View Budget

e Click the Edit link at the beginning of each budget
line to EO/T the PROPOSED budget amount for that

002 - Auxiliary Telephone

Jump To Project
: 3B

Approval History
Budget has not been submitted

account

sl

Submit Budget )

3A
View \A'orksneeQ

PHnVEM 3il Woschee!
(A1 Projecty) .

Reset ALL Lmes)

PROJECT 00000 - None Jsarm;
3B

Print/Email Reviewer
Worksheets for all Projects
or Individual Projects

Actual Original Adjusted Proposed
PrinVE
;.,':n,‘..':.':-l,;omm AccounvTfscription Justification June 2006 - June 2007 - as of June 2008 - 2;:': :'“e' 4
Prig s S May 2007 May 2008 24.SEP.08 May 2009 g
01.06.50.802.6201.000.00000
R ||0100S0.ene e $3166  $6,524  $6,524  $6,524 $0
01.06.50.802.6223.000.00000
gn SLOSE0.S0ZK $0  $2,500  $2,500  $2,500 $0

Figure 3: View Budget Worksheets

x Print or Email a Departmental Budget (includes ALL projects) 1 Figure 3A

A
A Click on View Worksheet button (3A)

Email (Figure 4)

Submitters will go to View Budget page (see Select & View Budgets)

1. Enter recipient email username (must be a valid IC email username) and click Email Worksheet
2. Confirmation box displays>click OK

Reviewer receives email with a link to the Worksheet which they can then print. The email also
contains an attachment that Reviewers can save to their desktop and open in Excel format.

Print (Figure 4)

1. Click Print Page button in upper right of budget worksheet. Print parameters display, click OK

x  Print or Email a Single Project i Figure 3B

Submitters will go to View Budget page (see Select & View Budgets)

Under the blue project header click on the link with that Project number (3B)

Navigate to a project via Jump to Project (3B) at top of View Budget page, or by scrolling down to that project

o B I

Follow Email/Print instructionsu nd e r

APri

nt or

Emai labowe Depart ment al Buo

Proposed Budget For Director Of Financial Srvcs FY-

Budget Process: Select Budaet » View/Edit Budget » View/Print Budget Worksheet
/ Email or Print
Email Worksheet To / Reviewer Worksheets
@THACA EDU
Email Username (i.e. JSMITH)
Email Worksheet

PROJECT 00000 - None

Igl_ge. 50.802.6201,000.00000 | ACTUAL ORIGINAL ADJUSTED PROPOSED New Proposed

Student Rase Pay . . as of -

Figure 4: Email/Print Reviewer Worksheets
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Reviewer Worksheets

Reviewers receive their proposed budget worksheet(s) from the Submitter via print or email. The
information below describes how to access and complete the worksheets (Figure 5). It is important to
complete all fields on the worksheet when making proposed budget changes because the same fields
are required when Submitters edit and submit the proposed budgets in Parnassus. Failing to provide
Submitters with appropriate explanations could delay the budget process.

x Accessing Reviewer Worksheets (some Reviewers receive printed worksheets directly from Submitters)
A Open email notification and follow instructions A or B below:
A. Print Worksheets - click View Budget Worksheet>choose Yes to close window>click Print Page 1 OR-
B. View Worksheets in Excel i open Attached File> choose Save to Disk which will save to your desktop>
go to desktop and open the file and save in Excel (include required information on worksheets).

x  Worksheets contain budget amounts for each account line in the following columns

A Actual FY: the total of how much was spent last fiscal year
A Original FY: what your budget started with this current fiscal year. It is the original budget as approved by the
Board of Trustees
A Adjusted as of ___: total of what your budget started with plus any budget adjustments up to the date indicated
A Proposed FY: the same as OriginalFY,used as a starting point for next fi
A New Proposed: any new amount proposed by Reviewers (5A). See descriptions below.

x Completing Reviewer Worksheets - Reviewers have the following options (5B) when making a

change on the Worksheet
A Reallocation FROM i moves funds into this account from another account
1. Fill in the new proposed amount (5A) which will be

more than the Proposed FY Amount

2. Check Reallocation FROM (5B) Proposed Budget For Director Of Financial Srves FY-11
3. Fillin account number** where funds O Froce o Senflt R - Vi Bt Vo (Pt Prg
are being moved FROM (5B) Emall Wrkshost o

(@THACA EDU
A Reallocation TO 7 moves funds to LA 10 STH
increase another account line(s) [ Enad Voot

1. Fillin the new proposed amount (5A)

which will be less than the Proposed FY Amount || 75T 000 - o

2. Check Reallocation TO (5B) O | siitinoe sesiiehion | otz | s S:ﬂm
3. Fillin account number(s)** where Rt M ) DR G
funds are being moved TO (5B) 5B ResoasnTo [ [t
B Request For Increase [ 5C
A Request for Increase 1 increases the proposed amount RegusstFer Decsesse []
but does not move funds into this account from another frren
account. This is new money.
1. Fillin the new proposed amount (5A) which Feure 5: Resiewer Werlsheet

will be more than the Proposed FY Amount

Check Request for INCREASE* (5B)

Write a concise, legible explanation of why this increase is necessary*. Submitters must include this
Justification (5C) when they edit and submit the budget

2.
3.

A Request for Decrease | decreases the proposed amount but does not distribute funds to other account line(s)
1. Check Request for DECREASE (5B)
2. Fillin the new proposed amount which will be less than the Proposed FY Amount (5A)

A Multiple Actions Requested (5C) i **select this check box whenever proposed amount reflects adjustments
involving more than one account or more than one action. Enter required information in Justification box.

x Return completed Reviewer Worksheets to Submitters to edit and submit proposed
budgets in Parnassus.

IC Annual Budget Process Page 4 of 9
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Edit and Submit Proposed Budgets

Submitters receive the completed proposed budget worksheets from Reviewers. In Parnassus,
Submitters edit and submit proposed budgets to the budget approval hierarchy.

x Edit Proposed Amount for account lines (Figure 6)

A Submitters log into Parnassus>choose IC Annual Budget Process>View/Edit Annual Budget>Select
Department>Select FY>View/Edit Budget ( f or mor e details see fiSel ec

A Scroll to Project or select project via Jump to Project

A Click Edit on the account line to update

t

Proposed Budget For Director Of Financial Srvcs
FY-12

Budget Process: Select Budget = View Budget » Edt Budget

« Enterthe new proposed amount for this account and click the S4VE button or click CAMCEL to return 1o view all budget lines.
= HMote: Enter a whole numiber only (Mo cents, decimal point, commas: or dollar sign).

Actual
I Adjusted
June June"a as :, Eroposed
AccountDescription Action Requested 2009 - 2010 23.0CT Jume 2011 -
B May ’ . ) May 2012 1Y
2010 May 2011 2010
01.06.50.802.7329.000.00000 |  .Salect Action- - £0 $500 $500 | <500
Computer Software
TolFrom Account
R 1 Buw 1 Lin
>
ey

Resets Proposed FY
amount to Original FY
amount for this line only

[ Multiple Actions Requested What's This?

Justification (“required when Regquest For increase/Decrease or Multiple Actions)

6eC

Click Save to save changes
Cancel will not save any changes
GANCEI:) SAVE

I

Figure 6: Edit Account Line

A Enter new proposed amountf r om revi ewer wor kshe@A) under Proposed

A Select Action Requested (6B) from reviewer worksheet

0 Choose Reallocation From, Reallocation To, or Request for Increase**, Decrease (6B)
o0 Reallocation From or To (6B) requires

a. Account number in To/From Account # - OR-

b. Select Multiple Actions Requested and enter multiple accounts, amounts, and/or explanations in

Justification box (6C)
0 Request for Increase requires explanation in Justification box (6C)

Note: For more detailed information on Actions Requested and Justifications see Reviewer Worksheets section

A Click Save to save changes and return to View Budget page (Figure 6). View Budget screen will now show
Proposed amount, Amount of change, and Justification for any edited account line.

0 To cancel without saving changes click Cancel

new

o0 Toundo saved changes to an account line, go to Edit for that account line and click Reset Budget Line

(Figure 6). This will reset the Proposed FY amount to the original amount for that line.
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Budaget Process: Select Budget = Wiew Budget Jump To Project Approval History

00000 - Mone

Budget has not been submitted
19002 - Auxiliary Telephones

Submit Budget )

+ Click the Editlink at the beginning of each budget line
to EQIT the PROPOSED budget amount for that account.

View Worksheet ) Reset ALL Lines Choosing Reset ALL Lines will )
Primt/Eemal Workeehest undo ALL changestoa
(Al Projects) departmental budget including

1 changes submitted and approved.
Figure 7: Reset ALL Lines ~

x Reset ALL Lines (Figure 7)
A Choose Reset ALL Lines button ONLY if you wish to undo ALL changes to that departmental budget even if
the changes have been submitted and approved through the budget approval hierarchy.
A You will receive a confirmation message. There is no undo once All budget lines for that department have
been reset.

Proposed Budget For Director Of Financial Srves FY~

Budget Process: Select Budget » View Budget Jump To Proiact Approval History

Click the Edit link at the beginning of each budget 15002 - T o ; [ R
o Cli it li inni e u 12 Iy 16

line to £0/T the PROPOSED budget amount for that S"u"t Budget for approval

account. !hrougw Budget Hierarchy. Submit Budget

View Worksheet ) Reset ALL Lines )

Ptin¥Email Wossheet

(Al Projects)
r Edited Account Lines }
PROJECT 00000 - None [returnto Top]
%’:ﬁ% . Amount of
Change

: Actual Original
PrinEmail Worksheet
p,’ iy Account/Description Justification June 2006 - June 2007 -
oect 00000
May 2007 May 2008 May 2009

01.06.50.802.7317.000.00000 FReallocation To

Edit Office Gen Services 01.06.50.802,7319.000.00000 $500 $500 $3OO -$200
. 01.06.50.802.7319.000.00000 Reallocation From R

Edit office Supplies Outside 01.06.50,802.7317.000,00000 $6,374 $2,800 $2,800 $3,000 $200
) 01.06.50.802.7329.000.00000

g LsSne0aTa $1,568  $1,070  $1,070  $1,070 $0

Figure 8: Submit Budget

After completing edits, Submitters will submit the proposed budget for approval through the budget
hierarchy. Submitters can also notify another user (i.e., Reviewer) that the budget has been
submitted.

x Submit Proposed Departmental Budgets

A Submitters log into Parnassus>choose IC Annual Budget Process>View/Edit Annual Budget
A Select the Department budget to be submitted
A Click Submit Budget button (Figure 8)
o Once a budget is submitted, it may not be edited again until it has been approved by the entire budget
hierarchy or rejected by an approver
0 Send Additional Notification to i you have the option to enter an email username if you wish to notify
another member of the budget process who is not part of the budget approval hierarchy (i.e. Reviewer)
that the budget has been submitted
A Click Continue to Submit Budget (click only once). You will receive a confirmation pop-up, click OK
A The proposed budget for that Department has been submitted for Approval. Approval History will indicate
the status as it advances through the approval hierarchy.
IC Annual Budget Process Page 6 of 9
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Approval Process

Approvers have been assigned the Approver role and a budget approval hierarchy exists for each
department. When a proposed departmental budget is submitted, the budget approval process

begins. Approvers approve or reject the proposed departmental budget. If approved the budget
continues to the next level in the hierarchy with the final Approver being the Budget Office. As a
reminder, Submitters cannot edit a departmental budget until the approval process is
completed or a budget is rejected by an approver.

Home Logout Preferences

Help

To Sgrecci, Carl
Sent 24-Aug-2007 08:17:53
D 1747630

hudget.

9A

Click here tp VIEWY BUDGET DETAIL

Action History

Action
Submit

FY08 Budget for Director Of Financial Srves Requires Approval

From
Rosato, Jo Anne

Fv-08 Budget for Director Of Financial Srves has been submitted for approval.

To
Sgrecci, Carl

(Approve ) ( Reject ) | Reassign ) | ReguestInformation )

Before acting on this request, you can view budget detail by clicking on the "vIEW BUDGET DETAIL" link
below. This link will open the budget in a new browser window. After reviewing the budget, you may then click
the appropriate action link/button to ApprovedReject this request (Jocated at very bottorn of message).

You can optionally add a comment when acting on this request. *Itis required to enter a commentwhen rejecting the

Details

After viewing proposed
budget (9A), enter
Comments and then select
an approver option.
Comments Required when
choosing Reject option.

Num  Action Date
1 24-AUG-2007 08:1 753
Response
Comment

0

Bturn to Worklist

75

(Approve ) ( Reject ) | Reassign ) | ReguestInformation )

Figure 9: Approval Screen

x Approval Process

1. Approver receives and opens notification via email or Worklist that a departmental budget has been submitted
and needs attention. It is recommended that Approvers open and respond to the notifications through the
Worklist in Parnassus.

2. Approver accesses proposed departmental budget to review
A Click View Budget Detail (9A) via notification
3. Approver has the following options (Figure 9). Be sure to include any comments before choosing an option

proposed

budget,

retu

>> >

approverods

aut horii

received. A better option would be for Approvers to use email.

Approve: approves and moves budget to next approver in budget hierarchy
Reject:r ej ect s
o Enter Required Comments before clicking Reject
Reassign:r eassi gns
Request Information: is a message feature in Parnassus which allows an approver to request more
information from a reviewer or submitter. This option will hold up the approval process until a response is

rns budget

ty

Note: when adding ficommentso be sure to include your name or initials so the next
approver(s) will know who made the comments.

t

(0]

Subm
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Budget Status Reports

The Budget Status Report is an easy way to view the status for all of your departmental budgets. By
accessing this responsibility in Parnassus, you will be able to see the status for each departmental
budget and know if that proposed budget has been submitted, approved, rejected. You can also
select a departmental budget and view the budget details.

x Access and View Budget Status Report
1. Log into Parnassus and Select Responsibility
A Submitters: IC Annual Budget Process> Budget Status Report to view budget reports
A Approvers: IC Budget Report> Budget Status Report to view reports
2. SelecEFEYada>View Report
3. There are two options to view departmental budgets (Figure 10)
A ALL departments will be displayed that you have access to
A Choose a Department Range to view a specific group of departmental budgets (used if you have access
to accounts in different ranges)

x Budget Status Key for UN-approved budgets (10A) indicates the status for all departmental
budgets for which you have access. This will also include budgets that have completed the
approval process but then modified.

A 'O Never Submitted: proposed departmental budget has not yet been submitted for approval
A P Pending: proposed departmental budget has been submitted but has not completed approval process
A M Modified Post-Approval: proposed departmental budget has been submitted and completed approval
rocess but then budget is edited and needs to be resubmitted
A Rejected: proposed departmental budget submitted and approver rejected proposed budget. Submitter must
now edit and resubmit proposed budget for approval.

x Approved Budgets
A Lists All departmental budgets that have completed the approval process
A Budgets that have completed the approval process but are then edited will be highlighted with the same color
code as the Budget Status Key listed above.
0 Budgets that have been approved but later modified will appear in both Approved and UN-approved
budget columns. If the modified budget is not resubmitted for approval before the budget
submission closes, the Budget Office will use the latest approved budget.
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