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This Getting Started Guide contains instructions for how to complete your FY2026 Budget. The example
used in this manual is for ABC Organization 2026 Draft 1 Budget.

Overview

BudgetPak supports several levels of users. In your budget there may be information you cannot view
and operations you cannot perform because the scope and role assigned to you do not allow it. The
permissions you are granted depend upon your BudgetPak “role,” which the Administrator has assigned
to you based on your budget responsibilities within your department. Each user’s role is associated with
his or her user login profile.

Your BudgetPak Administrator is Lisa Arida_. If you have any questions you can reach her at
Business@daemen.edu: Noting: BUDGETPAK in the subject line.

Definitions and Set Up

In BudgetPak your department(s) (“unit”) and their general ledger accounts (“accounts”) have already
been set up for you; however, you will be accessing each account and starting with a Zero Based Budget.

BudgetPak distinguishes between “base units” and “rollup units.” Base units are the departments
where budgets are reviewed and entered. “Rollup units” are special units designed to consolidate or
subtotal a group of base units. These units do not have a distinct budget, but hold the subtotal of all
base units below. Most BudgetPak users will be dealing with base units.

Fiscal year 2026 (FY2026) runs from June 1, 2025 through May 31, 2026. Prior Fiscal year 23/24 Actuals
and 24/25 Definitive Budget as well as 24/25 Actuals through January 31, 2025 have been loaded into
BudgetPak for historical reference during budgeting and reporting. The instructions below describe how
to view and print reports, so that you can use these numbers as a guide to creating this year’s budget.

Logging in to BudgetPak

Recommended Browser: Chrome

To open BudgetPak: https://daemen.mybudgetpak.com

1. Locate the BudgetPak shortcut on your desktop. The BudgetPak login box displays.
2. Inthe first box, enter the username that was assigned to you.

3. Inthe second box, enter the password that was assigned to you. You will then be prompted to
create a new password.

4. Click the Log In button
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Log in

User login

larida

Password

Forgot your password?

Reviewing Current and Historical Budget and Actual Information

If you would like to create your FY2026 Budget without reviewing the current or historical Budget and
Actual Report, please skip this section and move to the next section, Creating Your FY2026 Budget.

A. Step1l
Go to Reports screen by clicking on ‘Select a Report’ from the drop-down menu of Reports on top of
page. Then select the Unit and Version you would like to review in the drop-down menu before
budgeting.

B. Step2

Run and review current and historical reports.

1. Click View under My Budget Summary box to review the P&L report for a specific version you
selected.

2. Select the comparison report you would like to view under My budget versus... box to run the
comparison report.
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BUdgEfPﬂk " Budget~  Dashboard Versions Status Projections Configuration

Budget. Forecast. Report.

Select a report

Select a report to preview: Avaadmporing

Unit: ABC Organization: ABC Organization x Saved reports

Versiorll (Il g a
My budget summary My budget versus... My budget decisions
Run a summary PAL repart of ABC Crganization, Run a summary PEL report for ABC Crganization, Run 2 detailed report listing the decisians that
version 2026 Draft 1 comparing version 2026 Draft 1" against... went into the Budget for ABC Organization’, version

‘2026 Draft 1

View ;'f' i Irs'u_rssu Actuals (version 2025
- ~ View
Last Year's Budget (version 2023
..-Latest Forecast (version ‘2025
= View
Forecast)

. Target Budget (version 2026 Targst
Budget)

Or make different report selections:

Advanced reporting Saved report selections

Select 2 different report. or choose different ways Run ane of my saved reparts.
to see the above reports.

View
=3

Note: More detail instruction for Reporting can be found in Viewing FY2026 Budget Reports section.

Creating Your FY2026 Budget (Zero Based Budget)

There are multiple methods in BudgetPak to start your own budget.

Start your own budget: Method 1. From the Main Menu select ‘Start a new budget” from the Budget
drop down menu to create a new budget.
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Projections Configuration About

Bh‘(jgetpakhI Budget >

Dashboard Versions Status  Reporis ~
Budget. Forecast. Report.

Start a new budget
e Ll d you like to do Jennifer?

To get started, please choose from the options below:

Please make a selection from the panels at
right to get started!

Your company:
ABC Organization

= oo

Start a new version of a

Budget Submission Round 1: Due Sept
15th

Budget Submission Round 2: Due Oct 15th

» Open up an existing budget/forecast
budget/forecast for review or editing.
» -OR- Select a different unit or version
Refer to the "ABC Strategic Plan” 1o budget/forecast.
document in your Files area for details on « -OR- Just take an overall look at the
budgeting to strategy. budget/forecast you're working on.
Contact your Finance team with any

- e
questions.

oo

Take an overall lock at the status of the

Preview or print various reports, or
units you're responsible for.

Configure your company, or the
send a copy of them to Excel.

, for budget/fi

1. Select version type: Budget or Forecast: SELECT BUDGET

© Select version type

Would you like to work on a budget or a forecast?

In the Step 1 panel of the box that displays, select the department or unit you want to budget (use
the drop-down menu or click the ‘Select unit’ button to view the list of options), and click Next.
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Start a new budget

Which unit would you like to budget?

10-200-01: Marketing » &5 Select unit

In most cases you will have only one unit you are responsible for.

., A

| Which version would you like to start? (elieliei@ RENG ] S

You can create multiple versions of your budget before officially submitting
= a budget for review and approval.

%, A

-

\ Please choose how you would like to start your budget:
‘\ () Start from pre-defined defaults Starting from defaults will start your budget
{(® Start from scratch with some guidelines set by vour BudgetPak
administrator. Some of these guidelines
include a suggested percent increase as well
as a spreading method that is already applied
to all discretionary accounts.

3. Inthe Step 2 panel, click Next to accept the suggested name “2026 Working Budget
a. If you have multiple versions of your budget, you can choose the one to start.

4. In Step 3, accept Start from scratch, and click Start.
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This brings you to the Navigation Window for the unit.

BudgetP ak ~ Dashboard  Versions  Status Reports~ Projections  Configuration  About Welcome Jennifer [ESIIBG00
Budncs= Encecast, Report,

Navigation ActionPaks What t_7 Drivers: Kcross the boand (all sccounts) Monthiy spreading (all accounts) Nates Files (1/0)

Currently viewing: E

Company:

ABC Organizat Asof 1%
unit 10-200-01: Marketing L

our budgat's status is

Your budget: @ m s @ wer [ EXEEED

efits
Across the Board
Change

Monthly Spreating

Manthly Spreading

Monthly Spresding

| e Momhly Spresding | |

NOTE: In BudgetPak each column in the Budget Navigation Page is called a “stack;” and each box is
called a “section.” Sections may contain multiple accounts. If at any time you wish to return to this
window, click Navigation at the top left of the window. Budget status the budgeting process is
“Started”. Once all sections have been reviewed, BudgetPak status will move to “Complete” and allow
the budget holder to sign off on the budget. The following instructions walk you through the process of
reviewing and updating the stacks and sections.

Reviewing and Updating the Stacks and Sections

There are three methods that can be used separately or in combination to review and update accounts
for the non-headcount related stacks:

A. Method 1: Across the Board (for all accounts in the stack at once)

B. Method 2: Review each section and account individually Most used method (see pg. 11)

C. Method 3: Use Monthly spreading to both enter and spread budgets
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METHOD 1: Across the Board Changes — Ability to change all accounts in a stack. To make changes
Across the Board, click the Across the Board section at the top of the stack; the make across the board
changes window displays.

[ ¥ sce |

Make across the board changes (Travel & Meeting Related) =

e | Em

How would you like 10 make across the bosed changes?
of ase

Aecount § 2025 Forecast incease §increase § per head 2026 Dratt 1 Account nate

How would you like 10 handle percent changes?
e 8
s

et totat: (8614164) -100.00%  $614164 0 El

1. In Step 1 of the Make across-the-board changes window, select the option you would like to use.

a. Budget a percent increase/decrease will apply the specified percentage to each line item shown
in the line items box on the right side of the window.

b. Budget a total $ increase/decrease will allocate the specified dollar amount to each line item so
the total increase/decrease in the stack is the specified dollar amount.

c. Budget by $ per head will allocate the specified dollar amount per head to each line item so the
total dollar amount per head in the stack is the specified dollar amount per head.

2. Inthe Step 2 box, select the option you would like to use to apply the across the board change. If
you selected Budget a percent increase/decrease in Step 1:

a. Change every discretionary line item by a pre-defined percent will utilize the pre-defined
defaults that have been established by the BudgetPak administrator.

Make across the board changes (Travel & Meeting Related) i iirns e o

‘accounts at once.

How would you like to make across the board changes? Across the board changes for “Travel & Meeting Related™:
() Budget a percent increase/decrease X N %
& Butioet a ol § Increasedecrense Acoount number 3 Account i 2025 Forecast incrense  Sincrease  § perhead 2026 Draft 1 Account note
Budget by § per head "~ Account class: Expense
Your budgeted headoount as of 12/31/2026 is 21.75 v Account type: Discretionary
© Training Fees $23885  1.00% $239 81109 $24,124
ep 72100 @ Meeting Expense §315440  1000% ($31544)  $13053 283,896
"WOUId you 3 7 72200 Air Transportation §11748  1000% ($11,715) 84848 §105,434
(&) Change every discretionary account by a 72300 Rental car $44671 1.00% $447 52,074 $45118
pre defined percent 72500 Lodging Expense 88523 1.00% s885 8411 $89,408
- mme’pemm 72600 @ Seminar Fees $24,497 1.00% $245 $1,138 824742
Change every discretionary account by the
same percent EXCERT SOME Net totak ($614164) 675% $41443 ($26332) ($572,721)
Change every discretionary account
individually
template - budgetpak5 end user getting started 9
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b. Change every discretionary line item by the same percent will allow you to enter a percentage
to increase or decrease all line items.

a1 v g At et atme oo | 0120 e urcaves crance | [T (T (T I XD

W skip

Make across the board changes (Travel & Meeting Related) m-

How wouid yew li o make across the board changes? Aierass the board changes for Travel & Meeting Relsted".

235Forecast  %incresse §inciesse  §per head 2026 Dratt 1

Mot ok (S614164)  200% (612289) ($20802) (5626448

c. Change every discretionary line item (EXCEPT SOME) by the same percentage will allow you to
check/uncheck line items in the Apply standard increase column and enter a percentage to
increase or decrease the selected line items. The percentage entered will only be applied to the
checked line items. Unchecked line items can be adjusted individually.

Make across the board changes (Travel & Meeting Related) no i ks hanesme, = 1ot e —
o changn? ‘Acoeethe boardchangesfor el & ewing Brea

Account number ‘Account note

Het toral. (8614764 200% ($12283) (328802) (3626,448)

d. Change line items individually will allow you to manually enter a percent increase/decrease in
the % increase column for each line item. To enter a percent increase/decrease, click the %
increase box for the line item and type in the desired percentage.

Make across the board changes (Travel & Meeting Related) fsyesa e ore s
aocoorts e
How would you like 1o make across the board changes? Across the board changes for “Travel & Meeting Related™:
(@) Budget a percent increase/decrease X A %
Burloet atotal § increasedecrense Account number § Accout H 2025 Forecast increase  Sincrease  §perhead 2026 Draft 1 Accountnote
() Budget by § per head S
Your budgeted headcount as of 12/31/2026 is 21.75. e e W —
72700 @ Training Fees 523884 200% 5478 §1,120 24363
72100 © Mecing Expense satsaef]l  200% 86309 S14793 s321,749
How would you like 10 handle percent changes? 72200 Air Transportation $117,149 200% $2,343 $5494 $119,491
") Change every discretionary account by @ 72300 Remal car 34467 200% 583 52098 545565
pre-defined percent 72500 Lodging Expense 5885 200% S1770 | s4151 §90,203
() Change every discretionary account by the
~ same percent 72600 @ Seminar Fees $2449 200% $490 $1,149 524,987
Change every discretionary acoount by the
Net total (8614164)  200% ($12283) ($28,802) (8626,448)

(@ Change every discretionary account
individually

White cells are editable. To enter a decrease, enter the percentage or dollar amount with a minus sign
(i.e. -5.00% or -$500). If at any point you need to clear the changes made in Across the Board, click the
Discard button.

template - budgetpak5 end user getting started 10
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Click Save. The Version Comparison box will show both the total budget and variances for the stack you
are viewing as well as the total budget for the unit.

Currently viewing: Headcount/FTE: Version comparison: This stack This unit:
Travel & Meeting Related Marketing
EETrmE ABC Organization | xq o 1/1/2026 21.75 Total: Your difference: Total: Your difference:
Unit: 10-200-01: Marketing v Additions: 0.00 2025 Actuals: $508,600 117,848 23% 510282902  (57818,743) T6%
Version: 2026 Draft 1 (Budget) v Reductions: -0.00 2025 Final Budget: §411,789 $214,659 52% $10649.830  (58,185,680) T7%
Your budget's status is: Started | As©0f12/31/2026 2175 2026 Target Budget §572,721 $53,726 9% $9,534.481  ($7,070,323) 74%
2026 Draft 1: $626,448 $2,464,158

Click Close to return to the Navigation window and select the next stack you wish to review/edit.

METH

OD 2: Review each section and account individually

1. Toview and make changes to each account individually, click any section you want to budget. The
Account window displays. Some sections may contain multiple accounts.

Training Fees [ ¢ ceck | W ciscard | 8 close [ @ seve | - et ]
Account 1 of 1

81000 characters and will be printed on some regorts.

72700: Training Fees @ W @ note stiout i lease cick on the Edt buion Your note can be up o
el

the annual amount for this account

By per head

By driver x rate

By lina item detail

8 imgort note from prior budget

By annual amount

[T .. 225 ot 1 an amount I B ==

By percent incresse

026 Draft 1 annual amount

By annual amount per head

85. With the current headcount, this would be $1,008

2. InStep 1 of the Annual total for [account name] window, there is a zero balance displayed. You can
either accept this amount or use one of the other methods to change the annual amount:

a. By annual amount - enter an annual amount.

b. By percent increase - The basis for the percent increase is listed here, e.g. 2025 Forecast. The
default for percent/increase is -100% since this is a zero-based budget. Adjust the percent
increase/decrease and the annual amount is automatically calculated.

c. By perhead - Your currently budgeted headcount is listed here, as of the final date in your
budget fiscal year. Enter your annual amount per head and the annual amount is automatically
calculated.

d. By line item detail - You can build up your annual budget by entering line item detail. The detail
is included on some P&L reports. Add as many rows as you want and/or Import Details to import
all line items from a previous version. Enter a description for the detail line, and an annual
amount for it.

e. By driver x rate - You can build up your annual budget by multiplying a quantity times a rate.
You may select the quantity and/or the rate from a list of pre-defined drivers, or you may enter
either of them manually.
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In Step 2, enter any relevant comments about the account and its annual budget amount in the text

box provided or click Import Notes from Prior Budget to review and edit notes from previous

d. Some accounts may have an administrator-defined category list, from which you can select
multiple categories to tag to that account.

3.

versions.

c. Some notes may be mandatory.
4,
5.

Repeat 2 and 3 for each line item of the section.
Click Save (located just below the Version Comparison box) to save your changes.

c. Review the variance amounts in the Version Comparison box to see how you are doing against

targets.

Version comparison:

Expense accounts v

2025 Actuals:

2025 Final Budget:
2026 Target Budget:
2026 Draft 1:

Total:
520,050
515,850
§24124

524,124

This section:
Training Fees

Your difference:

$4.074 20 %
$8,274 52 %
S0 0%

Total:
510,282,902
510,649,839

$0,534.481

$1,861,835

This unit:
Marketing
Your difference:
(58,421,067) -B82 %
(58,788,004) 83 %
(57,672,645) -80 %

6. Click Close to close the account page and return to the Budget Navigation Page; or click Next to save
the current value and move to the next section/account in the stack.

Repeat these steps until all of your accounts have been reviewed/updated with an annual budget

amount.

METHOD 3: Spreading the Annual Amount over a Number of Months

At this point, the annual budget for each account needs to be spread over 12 months (if you want to
change the amounts in each month or spread the annual amount over less than 12 months, see the
section “Manually Overriding Monthly Amounts,” below).

The Administrator has defaulted the spreading of expenses to mirror the last full year of actual data,
FY2024. On the Budget Navigation Page, at the bottom of every stack is a section called “Monthly

Spreading”.

template - budgetpak5 end user getting started
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Click on Monthly Spreading.

Revenue Cost of Services Headcount & Salaries Benefits Travel & Meeting Related
p. p. N 7 N 7 N 7 ~
Across the Board Across the Board Headcount Review Across the Board Across the Board
Change Change Change ‘ Change

\ )\ )\ )\ )\ J

( Membership Fees T Third Party Software 10 New Hires 1 Medical A Training Fees j
514,353,056 50 561,643 ‘ S0

\ J ) \ ) \ )\ J

( Sales Revenue 1 Hosting Costs 1 Salary Increases 1 Dental 1 Meeting Expense )
$8,263,425 30 $11,615 ‘ 30

f§ Other Revenue . Monthly Spreading i Bonus i 401K 1 Air Transportation )
50 533,601 50

\ )\ J \ )\ )\ J

( Merchandise Revenue ( Hourlycompensation | [ Monthly Spreading ( Rental Car )
50 S0

\ J \ )\ J

§ Event Revenue I Benefits i Lodging Expense b

$631,000 3

\ J h, J

( Monthly Spreading N Compensation Review ( Seminar Fees )
$1,534,283 S0

\ J \ J

Monthly Spreading — ( Monthly Spreading |

In Step 1 of the Monthly Spreading window, select the option you would like to use.

a. Spread each account by a pre-defined method will utilize the pre-defined defaults that have

been established by your BudgetPak administrator.

The for “Travel
your discretion. The

are for the fullfiscal year. Here you can estimate (or precisely specify) how they are incurred month-by-month. Note: Youl cnly be able to n

Monthly spreading (Travel & Meeting Related)

€T Snow or hide spreading steps:

How would you ke 0 spread your annual amourts on @ morhly ey

months by typing in a value.

(31 Spread each account by apre-dfined method
C Spread all accounts the same way

(Overriggen

« Toerase anincividual override, ight click the cell and select 'Erase this override.”
+ Toerase all overrides, select“Erase all overrides’ from the “Actions’ menu dropdown

Choose different spreading line by line:

Monthly spreading for “Travel & Meeting Related™ accounts.”

Account number Account March Account nate

'~ Account class: Expense
v Account type: Discretionary

72700 Training Fees As last year $926 s2777 1851 §1.864 5694 1851 $833 $2777 $3703 53,604 $1392 §1.851 s24124 & Edti
72100 Mesting Expense Aslast year §11520 | 934559 23040 $12635 $8640 923040 |  $10368| 934550 $46079 | 929594 |  §26822  $23040 $2838% & i
72200 Air Transportation as last year $4017 | $12052 8,035 $5178 53013 38035 $3616|  $12052  $16070 |  $14875  $10454 $6035 $105434 & o
72300 Rental car As last year §1.681 5044 $3.363 $3251 1261 $3363 s1513 5044 $6725 6795 $716 $3363 $45118 & Edt
72500 Lodging Expense Aslast year $3352 | $10056 96,704 $4051 s2514 96704 $3017|  $100% $13408 | $15190 7651 $6,704 $89,408 & i
72600 Seminar Fees as last year $969 $2908 $1.939 $1.793 727 $1939 $673 52908 $3878 53332 $1.536 $1.939 $24742 & o

(522466)
392%

(s67,397)
NT7%

(844.932)
785%

(628772)  ($16849)
502% 254%

(s44,932)
7.85%

(820221)
353%

($67397)
Nn77%

($89,863)
1569 %

(873,390)
1281%

s51,5)
900%

(s44932)
785%

(8572721)
10000 %

b. Spread all accounts the same way will open Step 2 and allow you to choose the default method
to spread all line items.
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e Based on Actuals monthly amounts
e Spread evenly throughout the year

A/L ERANT
e Spread based on the number of days in a month

e Spread based on the number of work days in a month (if your database is configured for

work days)
e Do not do automated spreading

“The amounts you have entered so far for “Travel & Meeting Relted" are for the fullfscal year. Here you can estimate (or precisely specify) how they are incurred morth- . ;
z Iy T (o ) TN

Monthly spreading (Travel & Meeting Related) smem e rostony e ol o socas sourasreton

caleulations or other external faetors.

I svow o hice spreacing steps:

How would you like 1o spread your annual amounts on a monthly ) amounts? You may spreading for edit yping in a value.
basis? - .
. (@ Basad on 2024 Actuals’ I [Overridden monthly value
) Spread all accounts-he same way I - year « To erase an individual override, right click the cell and select "Erase this override™
@ Sor Y ) Spread based on the number of days in amorth « To erase all overrides, select " * from the “Action
*) Spread based on the number of work days in a month
) Donot aviomate spreading

Monthly spreading for “Travel & Mecting Related" accounts.”

Account nate

Accountnumber Account Type of automatic sp

'+ Account class: Expense
+ Account type: Diseretionary

& Edit

72700 Training Fess Aslast year 2777 $2777 $3703 53,604
72100 Mesting Expense Aslast year $11520 | $34559|  $23040 12635 $8640  $23040|  $10368|  $34559  S46079 |  $29594  $26822  $23040 $283,894 & ean
72200 Air Transportation As last year 512052 §12052| 816070 |  §14875 & Ed
72300 Rental car Aslast year 85044 $5044 86725 6795 & Edt
72500 Lodging Expense Aslast year 10056 $10056 | $13408 |  $15190 $7651 56,704 589,404 & ean
72600 Seminar Fees As last year s & ERC] ® Edin

($22466)  (867,397) ($44932) ($28772) (S16849) (S44932) (S20221) ($67397) (S89.863) (S73390)  ($51,571)  ($44932) ($s72.721)
o0 785% 10000 %

392%  N77% 785% 502% 294% 7.35% 353%  17/%  1569%  1281% 900 %

In this example, selecting Based on 2024 Actuals monthly amounts will distribute each monthly amount
according to the seasonality reflected in the noted version. If you click on the grid and hover on a cell,
the reference data for the line item and month will be displayed.
c. Choose different spreading line by line allows the budget holder to select different spreading
methods by line item.

template - budgetpak5 end user getting started 14
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. . The amounts you have emered so far for “Travel & Meeting Related" are for the full fiscal year. Here you can estimate (or precisely specify) how they are incurred month-
Monthly spreading (Travel & Meeting Related) osmonm o voutony vease o spreas , ; & vourseunssvescranoe | (A I

caleulations or other extemal factors.

€T svow or e specacing steps:

How would you like to spread your annual amounts on a monthly typing in a value.

basis? (]

Spread each account by a pre-defined method
« Toerase an indicual overrde select” -

+ Toerase alloverides,select "Erase al overrdess fom the “Actions” menu dropdown

@ Choose differem spreading fine by line

Manthly spreading for “Travel & Mecting Related accounts

Overridden monihly valug

Account number £ Account  }  Typeofauomaticsp  Jan Account note

v Account class: Expense

- Account type: Discretionary

Training Fees Aslastyear $926 2777 $1.851 s2777 $3703 $3.604 $1.392 [

72100 Meeting Expense. Aslastyesr $11,520 $34559 $23,040 $12635 $8640 $23,040 $10,368 $34,559 546079 $29,504 $26,822 $23,040 283,89 & Eaitl
72200 Air Transportation Aslastyear se017  $1208%2 8035 $5178 53013 $8035 $3616)  S12052|  S16070  S14875 10454 8035 $105,85: & Eani
72300 Rental car Aslastyesr [y 35,044 $3,363 $3251 $1,261 $3363 $1,513 §5084 96725 $6,795 3716 $3,363 345,11 © Editi
72500 Lodging Expense Aslastyear 352 810086 36704 $4p51 s2514 $6:708 $3017|  $100%  $13408|  $15190 57,651 36704 $89,40 & Eani
72600 Seminar Fees Ashastyear [~ | ) $2.908 1939 1703 5727 $1039 s873 $2908 3878 3332 $1536 s1,039 s2474 & Esitl

Evenly
By days per month

7% 7.85%

($22466)  ($67397)  (344,932) ($16849)  ($44.932) (967397)  ($39863)  ($73390)  ($51571)  (344932)
392% 294% 9.00% 7.85%

7.85% 177%  1569%  1281%

In the Line ltems section of the screen, double-click on white box in the Type of Automatic Spreading
column to switch spreading methods:

e Evenly - Spread evenly throughout the year; essentially a divide by 12

e By days per month - Spread based on the number of days in the month

e None - Do not do automated spreading. All monthly values must be entered manually; the total
recalculates to be the sum of all values.

e Aslast Year — Spread based on monthly amounts from a reference version (often last years actuals,
or this year’s forecast)

e By workdays — Spread proportionally as per the number of work days in a fiscal period (available
only if configured for your database).

e Line Item Detail Spreading — If you used Budget Method - Line Item Details for an account, you can
optionally click on the + button to individually spread each amount.
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Account nate

Monthiy spreading for “Travel & Meeting Related" accounts.”

i Type of automatic sp Jan

[o— (522446)  (367337)  (344852)  (S28735)  ($16534)  (344852)  (S20200)  ($67337)  ($897B3)  (§73A21)  ($S1509)  (S44897)  ($572.209)
252% NIT% 7.85% 502% 294% 7.85% 5% 17T%  1560% 1281 % 9.01% 7.85%  100.00%

Manually Overriding Monthly Amounts

If you need to manually override any of the monthly amounts,

1. Scroll through the list of the accounts to locate the account you want to manually change.

2. Locate the month for which you want to override the amount and click in the box containing the
monthly amount you wish to change.

3. Change the displayed amount to the correct amount. You will note that all other monthly amounts
automatically adjust to compensate for the new amount.

4. Any monthly amount that has been manually overridden will appear in yellow highlight.
5. You may change the total, and the monthly amounts will be re-spread

6. Click Save to save any overrides.

7. Click Close to return to the Budget Navigation Page.

Shaw of hide steps snd overrides

@ Monthly spreading (Travel & Meeting Related) Tty s D = e |

Dt AIOTYS r OTer

tomatic spreading for editable months by typing in a value.

month ‘Account number H Account note
= Account class: Expense

18

EE
EE
EE
EE
—

Nt wtak (822121)  (866363)  ($44247)  ($28316)  ($19821)  ($45857)  (S23587)  ($66363)  ($88AB4)  (ST2119)  ($50604)  ($44247)  ($572.209)
287% 11.60% 773% 495% 346% 801 % 412% 11.60% 15.46% 1260% 8.96% 773%  100.00%

Once you have completed all the necessary steps and all sections have been reviewed. A Budget
Completed pop up box will appear and the budget status will change to “Complete” with a green circle.
From here you can select Continue working if you would like to enter ActionPaks or review an area,
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select Print reports if you would like to view reports for your budget, or Close if you are done with the
budget.

© End of budget x

@ Budget completed!
Congratulations! Your budget has been completely reviewed.

What would you like to do next?

(o TERLT AL Go to navigation, and select any area to review.
YA r il Select reports to print.
[ JSELEll Sion off this budget

NOTE: Once your budget has been signed off, you may not make any more changes to it (unless your manager revokes your signoff).

Headcount/FTE: Version ¢t rison: g unir

eation | g of 1172028 nm Torst: Vo difersnce:
[ MSAcuds  S102902  (BSN5H9  8%
fescnons: e M0SFnelfudger  S10SM0J85  (SAAI06T)  dan
— SR, o 12731 2025: 275 mmsTwgmiogr  SE (SR ey

Your budget: @ v () s [

Notes and Files

1. Notes: These are unit-wide notes entered by users who have write access to the budget or entered
by approval managers during a revoke activity.

a. Inthe Blue Navigation bar, click Notes. Click Add to enter a new note, Edit to edit an existing
note, or View to view a note that an approval manager or Administrator assigned to your unit.
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2. Admin Files: These are files that are uploaded by the administrator and get assigned to a version.
These files will then show up here for all budgets that fall under that version.

a. Inthe Blue Navigation bar, click Files. You can click on a filename to download any files listed on
the Admin files tab.

BUdgetPak" *  Dashboard Versions Status  Reports *  Projections Configuraiion About

Budget. Forecast. Report.

Navigation ActionPaks What if...? Drivers Across the board (all accounts) Monthly spreading (all accounts) Notes Files (1/0)
Currently viewing: Headcount/FTE: Version comparison: This unit:

S aketg
Company: ABC Organization As of 1/1/2026: 2175 Total: Your difference:

Unit: 10-200-01: Marketing ¥ Additions: 0.00 2025 Actuals: 410,282,902 (8720,969) %
Version: 2026 Draft 1 (Budget) - Reductions: -0.00 2025 Final Budget: 310,580,385  (31,018453) -10%

Your budget's status is: Started As of 12/31/2026: 2175 2026 Target Budget: $9,559,629 $2,304 0%
2026 Draft 1: $9,561,933

Fi I es Here you may uplead 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 0.37 MB out of 500 MB (0.07 % full).

Admin files

k to download)

ABC Organization - Strategic Plan.pdf Smith, Jennifer (JSmith)

3. User Files: These are files that are uploaded by users who have write access to the budget.

a. Inthe Blue Navigation bar, click Files. On the Users tab, click Select files to upload any file. Click
Save. Optionally, click Mappings to assign that file to specific accounts.

BUdgetPak ~  Dashboard Versions Status  Reports ¥ Projections configuration About
Budget. Forecast. Report.
Navigation ActionPaks Whatif..2 Drivers Across the board (all accounts) Monthly spreading (all accounts) Notes Files (171)
Currently viewing: Headcount/FTE: Version comparison: This unit:
) wereing o
Compony ABC Organization | g of 112026 2175 Total Your difference:
Unit 10-200-01: Marketing v Additions: 000 2025 Actuals:  $10282302  (5720969) T
Version: 2026 Drait 1 (Budget) - Reductions: -0.00 2025Final Budget  $10,580385  ($1.018453)  -10%
Your budgets status s: starteq | ASOf12/31/2026: 2175 2026 Target Budget: $9,559,629 52304 0%
2026 Draft 1: $9,561933

Files Hereyou may upload o dovnioad fies from your Budget. Depending on your user-privileges, you may manage only your files of all user created files.

File storage space used 0.39 MB out of 500 MB (0.08 % full)

User files

Rolidown to child

File (click to download) File size Has mappings

ABC Organization- Merchandise Revenue Model xlsx 0.02 MB: 10:200-01: Marketing Smith, Jennifer (JSmith) Yes = Mappings 1 Delete
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ActionPaks - Budgeting for Specific Projects

ActionPaks are an optional feature that you can use to budget for unit-specific initiatives, projects, or
programs. Any amount entered into an ActionPak is additive to the amount already entered for that
account in your general budget.

1. Click ActionPaks in the blue navigation menu at the top of your screen. ActionPaks can be entered
at any point in the budget entry process.

Navigation ActionPaks Across the board (gll accounts) Menthly spreading (all accounts) Files (1/0)

Currently viewing: Headcount/FTE: Version comparison: This unit

varkeing
(Company: ABC Organization | g of 1/1/2026: 2175 Total Your difference:
Unit: Additions: 0.00 2025Actuals:  $10282902  ($723273) 7%
Version: 2026 Draft 1 (Budget) b Reductions: -0.00 2025 Final Budget: $10,580,385 ($1,020,756) -10%
T @ Complete | AS011231/2026: 2175 2026 Target Budget:  $9,559,629 50 0%

2026 Draft 1: 49,559,629

Act i on Pa kS ActionPak budgeting allows you to develop a separate account for an ActionPak, and then, automatically merge it into your standard account. You will need 10 designate which accounts make up the ActionPak.

ActionPaks

ActionPak code ActionPak name ActionPak type T Is active? ¥
Add private ActionPak

Add shared ActionPak
& Import ActionPaks

@ UWD100 @ Update Website Design
O MsI100 @ Management Success Initiative

2. Click the Add ActionPak button and enter a name for this ActionPak or use Import ActionPaks to
import accounts and values from a prior version. Enter a code for this ActionPak. The code is
required and needs to be a unique identifier within the unit.

ACt | 0 n Pa kS ActionPak budgeting allows you 1o develop & separate account for an ActionPak, and then, automatically merge it into your standard account. You will need 1o designate which accounts make up
the ActionPak.

ActionPaks

@ UWD100 @ Update Website Design Shared
MSI100 Management Success Initigtive Shared
(Enter code here) (Enter description here) Private /] W Delete

ActionPak code ActionPak name ActionPak type T Is active? T m
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3. Map accounts to the ActionPak by selecting the accounts in the Accounts available for use in this
ActionPak box on the right of the window and clicking Add accounts to add it to the ActionPak. The
accounts selected will appear in the Accounts used in this ActionPak box on the left of the window.
Map all accounts that will be needed for the ActionPak.

ActionPaks aconrak busgeting allows you to develon a separate acoount for an ActionPek, and then, automatically merge f into your standard accourt. You wil need 10 designate which acoounts make up the ActionPak. =3

ActionPaks

===
Aciorpokzode T J—— sesorpikpe ¥ sz T

= @ UWD100 © Update Website Design Shared ]
= @Ms00 @ Management Success Initiative Shared
N N L T - S IR |  oci |
20261 slecet.
These accounts currently make up this ActionPak. You may add mare accounts from the list of available ‘These are the list of accounts that are available to become part of this ActionPak. You may select as many
‘accounts to the right. If you've mistakenly added an account to this ActionPak or want 1o remove one for accounts as you wish 1 include in the ActionPak by clicking the "Add accounts™ button.
‘any reason, you may do o, but you will lose any currently budgeted values for it p—
Accountclass ¥ Account Income 40100 Seles Revenue
Expense 71300: Professional Fees. o AN e Rerdese Bevenue
Expense 1400 Protooraphy Expense 50000: Third Party Software
Expense 71600: Advertsing Expense 50100: Hosting Costs
e T e Expense 70700: Consuking Fees
Expense 70800: Other Advisory Services
_—_—=2 Expense 71100: Temp Help
Expense 71500: Printing Casts
Expense 72200 Air Transportation
Expense 72300: Rental car
Expense 72500 Lodging Expense
Expense 72600 Seminar Fees
Expense 72700: Training Fees

4. Click Save then click Close to return to the Navigation window.

Your budget; ® v @ revens

Professional Fees Travel & Meeting Related Marketing Expenses | Occupancy Related

[@ Across the Board @ Across the Board J @ Across the Board @ Across the Board @ Across the Board
e

Change Change Change Change Change

Training Fees
24124

Photography
51,478,400

Update Website

@ Temporary Help
$0 De5|gn
S0

$76,125

©

Meeting Expense Prlntlng Costs @ Monthly Spreading
$283,896 800 Initiative

30 [Net]

Mew Logo Developmem

L )
o o=
L J

©

Air Transportation
Senﬂces $105434

4/

@ Munlllhf Spreading @ Other Prcfessmnal @ Monthly Spreading
345118

511355
(@) Momhly Spreading

) S |
| 2 - )
@ congiting J L@ Management Success J
) t )
J o t )

[@ Other Advisory

Lodging Expense
589408

\_\_\_\_\._t\_

{

M@ Ad .'erllsmg E:pense
{ 813

|

|

‘Semninar Fees
524742

©

Monthly Spreading

©

F oY Y f_@)f_ F f_’\f_

)
)
ST
=
)
)
)
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5. Click on the new section for the ActionPak and the ActionPak window will appear. Enter the
requested amount in the By annual amount box in Step 1. Enter the description of the initiative in
the Step 2 box. The description should contain details of the request sufficient to assess the need for
the funding requested. When the Category feature of BudgetPak is utilized, the ActionPak, as an

example, can be tied to a strategic initiative. Repeat these steps for each account mapped to the
ActionPak.

@ New Lo go Develo pme Nt his ActionPak consists of 4 accounts. To budget these accounts, proceed through each step one at a time. On each step you will budget a separate accout

PRIV RPN  Account2of4  Account3of4  Account4of 4

71300: Professional Fees

If you would like 10 create & note about this account, please click on the Edit button. Your note can
Please select one of the below and use it ignate the annual

andwill
for this account. beup P por

N -
By annual amount By annual amount

Tt will be printed on some reperts.
I—I‘
Enter 2026 Draft 1 annual amount: s3000 || b ’
By per head N

B percer t increase

By line item detail Y Category code Category description

ep— The By percent increase option is not available because the percent increase basis veljon T i iy o e Ty i
annual amount is either not available or is zero

By annual amount per head
Your budgeted headcount as of 12/31/2026:

Enter your annual amount per head here
2026 Draft 1 annual amount:

i= Select categories

Last year's annual amount was . With the current headcount, this would be .

Acco age

3 other sections also use this account.

section Amount

Other Professional Fees 11,855
Update Website Design $0
Management Success Initiative. $0
“Total from other areas: $11,855
Total from here: $3,000
Total for this account: $14355

This is a summary of the accounts in this ActionPak_

Account Amount

1 Professional Fees $3,000
2 Photography 80

3 Advertising 0

4 Meeting Expense 50
ActionPak total $3,000

NOTE: Any account which you used in an ActionPak will now appear as an additional account within the
general budget. When you click on a section in your Navigation window that includes an ActionPak, you
will see the general budget value, the ActionPak value and the total value for that account.

@ Other Professional Fees
Account 1 of 1

Budget info

71300: Professional Fees

Account notes (optional)

If you would like 1o create a note about this account, please click on the Edit button_ Your note can

Plesae sclet ome of b — S for this ) beup 1o 8,000 characters and will be printed on some reports.
N S  Edit | 8 Import note from prior budget
By annual amount By annual amount |
LTt | Enter 2026 Draft 1 annual amount: I siess B Categories
By per head N
By percent increase

By line frem detail

Gategory coce Gategory description

N categories selected.
2025 Forecast annual amount:

By driver x rate
Enter your percent increase/decrease:
2026 Draft 1 annual amount

3.4000%

i= Select categories

Account usage
By annual amount per head

Your budgeted headcount as of 12/31/2026:

prw—
Enter your annual amount per head here:

$54507 Update Website Design

2026 Draft 1 annual amount: bR Management Success Initative
New Lego Development

Last year's annual amount was $12,273. With the current headcount, this would be $564. =0 B

Total from other areas:
Toal from here:
Total for this account:
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6. Continue to add additional ActionPaks as needed.

7. Reports

a. All P&L reports will display the total value for each account.

b. Run an ActionPak report to see the individual ActionPaks with their associated accounts,

amounts and notes.

Advanced reporting

Select units

Select report Select a report

Salect versions Search reports..
* ActionPak reports

P&EL ActionPak Consolidating Report
ActionPaks by Accounts Report
ActionPaks by Units Report

Lser Files by ActionPak

c. The Annual, YTD, Quarterly and Monthly P&L’s can be grouped by ActionPaks only. On the
Group accounts by tab, select Group accounts by ActionPaks only and make your selections.

Advanced reporting

Select a report and detailed options for it. You may also retrieve previousl;

Select report Group accounts by
Select versions Select how you want 1o group Your acCOURTs.
Select units (O Group accounts by subtotals (7 Group accounts by sections

I (@ Group accounts by ActionPaks I

Group accounts by ActionPaks to report on

MO Include inactive ActionPaks

Please select one or more ActionPaks to report on_

10-200-01: Marketing

10-200-01: Marketing

[ VS0 Managerment Success aive 1030651:Accountng
00: Management Success Initiative 40-500-02: Human Resources —
[ 05105 Upder e Dsign 4040032 Suppor

ActionPak type T

Shared s
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If you have Headcount (employees) in your unit and if you are authorized to review Headcount &
Salaries, you will see a stack called Headcount & Salaries in your Navigation page.

Reviewing Headcount & Salaries

Your budget: ® vwserme @ seiews
Headcount & Salaries Benefits Professional Fees
’@ Across the Board N r@ Headcount Review N r@ Across the Board N "@ Across the Board N
Change Change Change
. # b - A # . #
s - Y r " ™y ' n Y s Y
Third Party Software Mew Hires Medical Temporary Help
@ 3883,154 9] @ 364,646 @ 50
L A L A A A L A
' N Ty I ™y ' Ty ' N Ty
Hosting Costs Salary Increases Dental Consulting
@ 91,471,923 @ @ 411,615 @ 30
W # b -~ A # W #
s - R € ™ e R s - R
Monthly Spreading Bonus 401K Other Advisory
@ @ @ 535262 @ Services
N # . - A # N $D #
r@ Hourly compensation | r@ Monthly Spreading h 'r@ Monthly Spreading h
L A A A L A
r@ Benefits 7
LS -
r@ Compensation Review
41,607,176
b -
”@ Monthly Spreading |
L A
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a. InStep 1, you are verifying the current headcount and salaries. The information has been
preloaded by the BudgetPak Administrator. Please contact the BudgetPak Administrator if the
headcount list is not correct.

1. Click the top section Headcount Review.

b. InSteps 2, and 3 enter the dates for those employees who are leaving permanently or
temporarily. Enter notes in the Employee Notes field to add commentary.

c. You can customize which columns are displayed by clicking on the three dots next to the column
name and selecting Columns.

@ Headcount review rease eviewyou curent hesdcount and answer the questions step by step. You can aiwars come back later and chinge your answers: Ao v v Cheini el mﬂﬂ

Are any of your curent headcount going to be leaving Are any of your current headcount going on parental leave?

Review your current headcount below. Is the list complete
comect? for any reason?

() Yes Please discuss with your Human Resource represemative
(@ Yes Evenif you are not sure all the details are correct, you may
) No Proceed with budgeting and come back here later 1o verify.
- Note: Please consider at this point ONLY your CURRENT
headcount. We will ask about new hires later

Current employees

Currem employees as of 12/31/2025:

low

(@ Yes Designate the deaprture dat @ No
- All terminations must be rew vith Human Resources =

O No

Currert salary /

Employee class EmployeelD Employee name : : i : H Departure date annunl wages Budget impact Employee note
Executive 214410 Parson, Stanley 1.000 100% | Marketing Director 8/9/1990 3/15/2026 143,000 ($117,428) Retiring @ Editn
Executive 133115 Scopes, Anna 1.000 100%  Sr. Manager 5/7/1991 $133250 & Editn
Executive 214377 Zark, Rita 1.000 100% | Sr. Manager 1/1/2003 $105606 & Editn
Full Time 194922 Brown, Anna 1.000 # 75%  Website Manager 1/1/2003 * §57,500 & Editn
Full Time 121063 Elfensan, Frank 1.000 100%  Manager 5/7/1991 $73225 & Editn
Full Time 110047 Green, Charles 1.000 100%  Manager 4/7/2004 $60,000 & Editn
Full Time 146452 Libor, Phil 1.000 100%  Sr. Supervisor 3/6/1991 $58,500 & Editn
Full Time 331302 Mansfield, Stanley 1.000 100%  Supervisor 4711989 $55636 & Editn
Full Time 205741 Rice, William 1.000 100% Manager 3/15/1998 $84,500 & Editn
Full Time 161074 Smith, Ann 1.000 100%  Manager 4/4/1995 $66,000 & Editn
Ful Time 194912 West, Frank 1.000 # 50%  Manage 1/1/2003 344,444 O View!
Full Time: 122238 Westfield, Robert 1.000 100%  Admin Assistant 5/7/2003 517,000 & Editn
Part Time 288254 Waters, Parry 0.500 100% | Supervisor 2/23/1999 520292 & Editn
Hourly - Monthly pay 37063 Gilbert, Angela 1.000 100% | Electrician 3/6/1991 @ 584124 & Editn
Hourly - Monthly pay 326049 Hindle, Emesto 1.000 100%  Plumber 6/15/2001 @ 559473 & Editn
Hourly - Monthly pay 216555 Knudsen, Ethan 1.000 100%  Plumber 5/6/2003 @ 559473 & Editn
Hourly - Monthly pay 134148 Lennon, Rolf 1.000 100% | Electrician 4/6/1987 5104124 & Editn
Hourly - Monthly pay 147917 Vazquez, Traci 1.000 100% | Electrician 8/9/1990 @ 584124 & Editn
Hourly - Bi-Weekly pay 311209 Kitchens, Brendan 1.000 100%  Custodial 6/7/2004 0 513427 & Editn
Hourly - Bi-Weekly pay 198697 Merrit, Sidney 1.000 100%  GroundsKeeper 3/6/1991 © 59280 & Editn
Hourly _Bi-Weekiy pa: 326556 Worena Reagan 1,000 100% _Custodial 3/15/1998 2 Editn

0 0002
$1,362,161

Please note: If you have a new individual starting BEFORE June 1, 2025, please contact the
budgetpak administrator (Lisa Arida) to assist you with adding the individual into the system.

Adjustments for the mandatory increase in minimum wage will be handled by the Budgetpak
administration.

template - budgetpak5 end user getting started 24
guide - daemen 25-26



__L/LERANT

2. Plan for any employees in the next section, New Hires (ANYONE JUNE 1 or LATER)

@ N EW H i re S If you want to budget any new hires, you may add them here. When you are finished, click either the Next button or Close button below to move on. You can always come back later and edit or remove
your new hires.

‘Will you be hiring anyone?

= @)

Click below 1o add a new hire. You may add as many new
hires as you need_

+ Add a new hire

When you have finished adding, editing, or removing new
hires, click either "Save’ or "Next”

© Note: ou will have an opportunity to assign raises and
bonuses for new hires on |ater pages.

This list izes your new hire i To revise or delete any of these new hires, select the "Edit” or "Delete” button.

New hire o

Hire date Current salary /

type annual wages Budget impact

Employee class g EmployeelD Employee name

No new hires have been designated.

a. Inthe Step 1 panel, select Yes or No to Will you be hiring anyone?

b. If yourespond No, then you may move on, Click on Save and then Next

c. Ifyourespond Yes, in Step 2, click Add a New Hire button.

d. Enter all appropriate information for the New Hire on the various tabs. (See screenshots below)
e. Click Save when you are finished to return to the Add a New Hire page.

f. Continue to follow steps 2c-2e for all new hires.

© Add a new hire x

Flease answer the step-by-step questions to designate the details for your prospective new hire. You can always come back later and change the details.

Impact on budget: First name: i /
P - g Please select the type of new hire: | Start date:
Estimated impact of salary and start date: $13,000 Last name: 1/1/2026
Impact of new hire policies: $13,250 . _
Total estimated budget: 526,250 | Cmplovee Il

Hourly New hire policies  Tax authorities Optional information Benefits  Allocation & mapping
Does this new hire receive a SHIV
Step 1: Select a salary grade M Step 2: Enter the starting salary

Select the new hire’s salary grade from the list If the new hire’s salary is outside the range listed below, you may enter it manually.

below. The salary grade you choose will set the Note: The low and high figures are the suggested salary range for this salary grade.

suggested salary range. ®
| y || 81000 425,000

Annual Salary:
s13000 B

e Select type of new hire: new or replacement for someone who is leaving.
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Step 1: Select salary grade from list that is prepopulated by the BudgetPak Administrator.
Step 2: Enter the starting annual salary. Click on the amount if it falls with the salary range for

that class. If the salary is outside the range, enter it in the annual salary box.

pop-up calendar.

Tax authorities

Step 3: Designate the starting date by entering a date in the box, or by picking a date from the

Benefits Allocation & mapping

New hire policies

Does this new hire receive hourly wages?

Optional information

Step 1: Select a wage class

Please select the new hire’s hourly wage class:

Please select a wage class... v
Please select a wage class...

PLG90: Plumbers Union - Local 690
- EL363: Electricians Union - Local 363

Grounds: Groundskeeper

Cust: Custodial

~

"Hourly Compensation™ page
Sie - Est. hours (this
) Include Wage type T Starting rate s
R: Regular 50.00 0.00
0: Overtime $0.00 0.00
H: Holiday S0.00 0.00

N Step 2: Select wage types, rates, and hours 0

To enter the new hire's hours and rates by period and wage type, please visit the

type and entering the starting rate and estimated hours.

Step 1: Select a wage class from the list prepopulated by the BudgetPak Administrator.
Step 2: Select wage types, rates and hours by checking the ‘Include’ box of the applicable wage

Tax authorities

Optional information

Benefits Allocation & mapping

New hire policies |
corporate policies for new hires. You may modify these expenses if necessary. ONLY check the appropriate box if the expense

Salary Hourly

The fi ing are the st
applies to this particular new hire. |Overridden amount value

Recruiting Fee

Amount

25.00 %

Policy note

Relocation 510,000
Signing Bonus S0 §Must be approved by HR
e For each policy, designate the applicable percent or dollar value for this new hire. If you are not

sure what applies, leave the pre-selected defaults as is.
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Salary Hourly New hire policies Tax authorities | Optional information Benefits Allocation & mapping

This information is needed to calculate employment taxes for the new hire.
Please select the appropriate national and local tax authorities from both dropdowns below. This is usually the country of residence, and the state/province
fcounty of residence.

Mational tax authority:

USA: United States b

State/province/county tax authority:

CT: Connecticut bl

Each employee is subject to national and local employment taxes (such as social security and
SUI). Select the appropriate national and local tax authorities for this new hire.

Salary Hourly New hire policies Tax authorities Optional information h Benefits Allocation & mapping

: :

This is a full time employee If you would like to add/edit a note about why this hire is necessary, or some other

If not, please enter the full-time equivalent (FTE): .000 note, please click on the "Edit note” button.

\ ,
New hire attributes ~

Title:

Employee class:

The pay schedule for this employee class is "2026 Monthly Pay
Schedule.

If this new hire is not full-time, uncheck the box and enter the full time equivalent. NOTE: Be
sure to always designate the actual annual salary for a new hire. For example, if the full time
salary for a full time employee would be $50,000, but you are designating an FTE of 0.5, then
designate a salary of $25,000. Enter the title for the new hire if you know it. It will display on
page and on headcount reports.

Select the employee class for the new hire.

Enter a note to explain the purpose of the new hire.

3. Plan for any Salary Increases or Bonus in the next sections.

a. InStep 1 How would you like to budget salary increases?, select the italicized default — By
percent of salary, Allocate from a pool, or Fixed amount per employee

b. In Step 2 How would you like to handle salary increases?, select the italicized default — Give
everyone the same salary increase, Give ‘everyone except’ the same salary increase, or Give
salary increases by individual

c. InStep 3 How would you like to set the date for the salary increase?, select the italicized
default — Use HR-defined date for everyone, Use HR-defined date for ‘everyone except’, or
Provide dates individually.
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d. Click Save to save your entries or Next to save and move to the next section in the Headcount &
Salaries Stack.

e. Continue to follow steps 3a-3d for all Salary Increases and Bonus Sections

@ SaIATY INCIEASES et st vcomtn oty Yoo s i et e o e 0 O (D T e

—— ——_ e &7

How would you like to budget salary increases? How would you fike 1o handle percentages for satary increases? How would you fike to handle the salary increases date
@) By percent of salary ®) Give everyone fhe same salary increases P Note: HR-defined dat 1720

Alacate fram a poal Give Bveryone xcept he same alary increases. Standa T || @ Use HR-defined date for everyone

Fixea amaunt per empicyse (Grve satary Increases by Inaivicusi Use R defined date for everyone except

Provide dates ndividually

Designate salary increases for each current employee (snapshol as of 12/31/2025) and new hires:

Empioyee 1D

Marketing Ditector

214910 Parson, Staniey

Scapes, Anna 1000 1,000 Sr. Manager
Zank, Rita 1000
Brown, Anna 1.000
1.000
Green, Charies 1000 1000 Manager
Libor, P 1000 1,000 | Sr Supe 1991
Mansfieid, Stanley 1000 000 Suparvisor 47711989
1.000 1000 Manager 2026
Rice, Willam 1.000 1000 Manager 31151998
Smith, Ann 1000 000 Manager 441998
1.000 100% 1000 Acmin Assistant a3 $61(§1,000 - §25.000) $510
0.500 100% D500 Supervisor 1999 S61 (§1,000 - $25.000) $509

(@ BONUS Prsse review ana snawer ne qusstions step oy st You can stways coms back ster 3nd cnange your snswers

/ m/

How would you like to budget bonus? How would you like to handle the pool? How would you like o handie the bonus date
[ — oot s20000 R defoad date s 4
&) Affocate from & pool ® Allocate 1o everyans from me pool & Use HR.defined diate for everyone
Fire smount par smpioyes Allocste to everyone except fom the pooi 00 I Use HR:defined date for evesyone except
Remainger inpoot Proide dates ingnidually

Designate bonus for each cusTent empioyes (snapshot as of 12/31/2025) and new hires

Employoed Emplayon name i FE i .. i H L8 i Boaus % 8 (allocated)

214410 Parson, Staniey /911930 4
s Scopes, Anna sns $ 4
1172009 3

194522 Brown, Anna 1172003 4
121063 Retring 4
110047 Green, Charles 1343 4
146452 i 3 1309 1
331302 Mansfieid, Staniey ansss 1245 4
4npns Replacement for Frank, lezvingin_

205741 Rice, Willar 3nsnass §34500 $9225 189 4
16107 smitn, ann 4411995 §66,000 $5075 S1a77 1
: —~ T

% 100%  Admin Assstant 1
100%  Supervisor 4

4

4. Plan for Hourly compensation in the next section. — We enter all as an annual amount regardless
of houtly or salary.

a. Select aview provides a summary of hours and wages in various ways: by wage class, by wage
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5. Review all Salary and Tax detail in the next section, Compensation Review. No changes are
necessary. Click Next.

ime. On each step you wi budgst s separate sccourt. el

@ Compensation ReView mssmmsstsor 1 ssoms tomss hes scouns srosse trovansch s oo

Account 5011 Account6of 11 Accoumt 7 of Account 11 of 11

Account 4 of 11

ount 1 of 11

60000: Salaries - Exec 1 you woutd like 1o crate 3 note about tis account, piease ciick on the Edit bution. Your note can be
“The annual budget for this account has been automatically calculated based on headcount 110 8,000 characters and will be prinied on some reports

You may review it here, but not change it 8 Import note from prior budged
« Annual amount: $393,.3712
Categories

Account 2 of

This is a summary of the accounts in his section,

1 Salaries- Exec 5393312
2 Selaries - Non Exec PT $2090
3 Standard Wages - Hourly 5391264
4 $31845
5 5532

6. Review Monthly Spreading screen. No changes are necessary. Click Save.

Monthly spreading (Headcount & Salaries) teemuemsesouine v snosss o tesemes s soaies oo eessmonag o

o Shaw or e speeasing step:

[Pt T—

60000

0,

sawn Nene

ez Nene sms

e tene sa5m

toat0 Nene 44368

60500 Nena %

o000 s PayTol Ta e 716

#1100 State Payeon Tax = 810

s Cither Benetts Nere sun:

o0 Fncrating Foss nene E @ @
Compermston Revem 71000 hekcston nere 5 % 0 5 5 s 5 50 s 50 o 58 5
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Once you have performed the monthly spreading, you can print a report of your current annual budget
compared to last year’s budget or actuals, or you can print a report showing the monthly amount for
each account in your budget.

Viewing FY2026 Budget Reports

You can access the reporting menu either from the Budget Completed box by clicking Print reports or by
clicking Reports in the top bar of the screen.

@ End of budget

® Budget completed!

Congratulations! Your budget has been completely reviewed

What would you like to do nexi?

[ JEIUERE Sin off ihis budget

NOTE Gnce your budget has been signed off, yau may not make any more changes to f {unless your manager revokes your signaff]

1. Select a report: There are three standard BudgetPak reports. Click View to see the reports on the
last version and unit you were working

a. My budget summary: Click to run a P&L report, broken out by standard subtotals.
b. My budget versus...: Click to run a summary P&L report comparing to different versions.

c. My budget decisions: to run a detailed report listing the decision that went into the budget.
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Budget. Forecast. Report.

Budget ~

Select a report to preview:

Unit: 10-200-01: Marketing W
VEE L 2026 Final Budget &

Dashboard Versions Status

__L/LERANT

Projections

| Select areport
Advanced reporting

Saved reports

Configuration

My budget summary

Run a summary PEL report of "Marketing', version
2026 Final Budget'

View

My budget versus...

Run a summary PEL report for ‘Marketing,
comparing version ‘2026 Final Budget' against...

...Last Years Budget (version ‘2025

Final Budget')

..Latest Forecast (version '2025
Forecast)

...Target Budget (version 2026 Target
Budget’)

My budget decisions

Run a detailed report listing the decisions that
went into the Budget for ‘Marketing, version ‘2026
Final Budget'

View

Or make different report selections:

Advanced reporting

Select a different report, or choose different ways
1o see the above reports.

View

Saved report selections

Run cne of my saved reports.

About
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2. Advanced Reporting: You can access the Advanced reporting menu either from the Standard
reporting page or by hovering over Reports in the top bar of the screen and selecting Advanced
reporting.

a. Report selections are grouped into tabs. Normally you would progress through the tabs in order
to make your selections, but you can also jump ahead and jump back

e Select areport (and report options

e Select versions to report on

e Select units to report on and filter units buy tags

e Select whether to group accounts by subtotal, or by section, or by ActionPak (and filter
by section)

b. Asyou progress through the tabs, your selections are accumulated in the panel on the right.
When you’ve made sufficient selections to allow running the report, the “View the report”
button is enabled.

/
Advanced reporting Selecta report and detaded opions 01 1. ou may soretrieve revusy saved seiggflfc
Stilemenl of Operations Annual Report
- | S
|

c. Youcandiscard the current selections and start the entire report selection for scratch by selecting
the Start from scratch button.

d. You can save your report selections and retrieve them later to quickly re-run a report by selecting
the by selecting View/edit saved reports, Update saved report with current selections or Save
current selections as new report button. These functions are unchanged from the prior versions
of BudgetPak.
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/

Advanced reporting

Select a report anw options for t. You may also retrieve previously saved selections.

Select a report

Search reparts.
: * P&Lreports
e
Group accounts by Statement of Operations Year-to-Date Report
ﬂ Statement of Operations Quarterly Report
Statement of Operations Monthly Report
P&L Summary by Rollup Unit Report
P&L Summary by Unit and Montn
P&L Consolidating Repert
PE&L ActionPak Consalidating Report
P&L Category Consolidating Report
P&L Tag Consolidating Report
Enterprise Subtotals Report
Budget Remaining Report
* Consolidating reports
P&L Consolidating Repert
P&L ActionPak Consalidating Report
PRL Category Consolidating Report
P&L Tag Consalidating Report
* Summary reports
P&L Summary by Rollup Unit Report
PRL Summary by Unit and Month
Account Totals Across Units Report
Calculation Detail Report
Line tem Details Monthly Report
* ActionPak reports
PRL ActionPak Consolidating Report
ActionPaks by Accounts Report
ActionPaks by Units Report
User Files by ActionPak
v Headcount reports
Headcount Report
Headcount by Month Report
Headcount Comparison Report

Select report

Select versions

Report options
Select the following report options:
- Row detail:
(@ Display detail and summary rows
() Display summary rows only
Level of detail:
() Standard report detail only
(@ Include extended detail on report
(Files, categories, drivers, line item details)

Chart of accounts:
(@ Company accounts
) Enterprise accounts

Additional report settings:

Suppress rows with all zeros
No

Exclude ActionPaks from account totals
no  Exclude variance columns
no  Exclude account notes

Currency and culture option:

Statement of Operations Annual Report
Display detail and summary rows

Include extended detail on report

(Files, categories, drivers, line item details)
Company accounts

Suppress rows with all zeros

Currency and culture: USD (§) - en-US
Version to report on:

2026 Final Budget (Budget)

Comparison versions:

2026 Q1 Forecast (Forecast)

1 unit(s) selected

10 1: Marketing

No tags selected

Group by subtotals

e
s

LSRR

<

<

<<

5 v |

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

P start from scraich | @ View/edit saved reports | (B Update saved report with cument selections | B Save current selections as new report

e. Select areport: Reports are arranged by topic and may appear under more than one topic.
Reports can also be searched using the search tool bar. The report options vary depending on

the report you select.

Advanced reporting

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

Select report Version to report on

Select versions Please select a version for your report.
Eo—— 2026 Final Budget (Budget) v

Group accounts by

Versions to compare against:

Please select the versions to compare your report
against

2026 Q1 Forecast (Forecast) v

Statement of Operations Annual Report
+ Display detail and summary rows
+ Include extended detail on report

(Files, categories, drivers, line item details)

Company accounts

Suppress rows with all zeros

Currency and culture: USD ($) - en-US

Version to report on

2026 Final Budget (Budget)

Comparison versions:

2026 Q1 Forecast (Forecast)

v 1 unit(s) selected

10-200-01: Marketing

No tags selected

Group by subtotals

v
v
v
v

<

LSRN

Q View the report I

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

f.  Select versions: Sclect the version to report on from the drop-down menu. The availability
and number of comparison versions will be dependent on the report selected.
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Advanced reporting

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

Select report Units to report on

Select versions inits for your report.

Select units
Group accounts . 2
Select/unselect all units
v | ABG Organization: ABC Organization
‘ M & S: Total Marketing & Sales
10-200-01: Marketing
Sales: Total Sales Offices
30-100-02: Japan Sales Office
30-200-01: USA Sales Office
~ | Fin: Total Finance
10-300-01: Accounting
10-400-01: Planning & Analysis
v Exec: Executive Offices
10-500-01: USA Executive
20-100-03: UK Executive
- SS: Shared Services
40-300-03: Legal
40-500-02: Human Resources
20-200-02: Admin Services

.

eall | Base units only | Rollup units only | ¥ Fitter units bytags «

Statement of Operations Annual Report
~ Display detail ar

| Q, View the report I

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

g. Select Units: You can select to expand or collapse the tree view of the unit hierarchy, select all
base units or all rollup units and filter units by tags if your database has been configured for
tags. You can Select/unselect all units in the hierarchy. Units can also be searched using the

search tool bar.

Advanced reporting

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

Select report

Statement of Operations Annual Report

Select versions

Group accounts by
Select how you want to group your accounts.
@® Group accounts by subtotals (© Group accounts by sections

Select units

© Group accounts by Action!

+ Display detail and summary rows
~ Include extended detail on report
(Files, categories, drivers, line item details)

Group accounts by

counts

with all zeros
culture: USD (§) - en-US

1: Marketing
cted
~ Group by subtotals

| Q, View the report I

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

h. Group accounts by: allows you to choose how you would like your accounts to be grouped in
your report. This tab only appears for reports that have these options. Accounts can be
grouped by subtotals, sections (from the budget navigation map) and ActionPaks.
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a. Flip through the different pages of the report with forward/back buttons

3. Atour of the Report view page

b. Reports can be downloaded to a PDF file or exported to Excel or Excel (Data only)
e Send to Excel: formulas are not exported, just values

e Send to Excel (data only): download the raw report data, unformatted, to Excel. Thisis
useful for additional analysis (pivot tables, etc.)

BudgetPak~ Reporting

Budget. Forecast. Report.

D Send toPDF A GTE i report shod e ricd on wid paet (Ll o B4
« O « « @/ » m
Statement of Operations Annual Report
Company: ABC Organization
Version: 2026 Finzl Budget
Comparison version: 2025 Forecast
2nd Comparison version: 2025 Final Budget
Unit: ABC Organization: ABC Organization
Budget holder: Smith, Jennifer (JSmith)
Variance 2025 Fi Variance
Account Description 2025 Forecast amount Variance % Budget amount Varance %
40000 Membership Fees $14,353,036 $13,451,356 $901,700 6.7 % $13,090,905 £1,262,151 0.6 %
40100 Sales Revenue £24,790,277 £24,790,278 (52) 0.0 % $21,739,276 £3,051,000 14.0 %
sales Revenue $39,143,333 $38,241,634 $001,698 2.4% $34,830,181 $4,313,151 12.4 %
40200 Merchzandise Revenue £500,537 £531,483 $59,054 11.1% £542,110 $48,427 B.9 %
40300 Other Revenue $536,250 $460,674 475,576 16.4 % $470,250 $66,000 14.0 %
40400 Event Revenue $631,000 $596,720 $34,280 5.7 % £576,000 $55,000 9.5 %
80200 > Allocated in Revenue 52,892,199 52,892,199 $0 0.0 % $2,536,249 $355,950 14.0 %
BO300 => Allocate Qut Revenue (42,892,199) (42,892,199) $0 0.0 % ($2,536,249) ($355,950) 14.0 %
Other Revenue $1,757,787 $1,588,877 $168,910 10.6 % $1,588,360 $169,427 10.7 %
Total Revenue $40,901,119 $39,830,511 $1,070,608 2.7 % $36,418,541 $4,482,578 12.3 %
Headcount 1,647.5 0.0 1,647.5 100.0 % 1,560.0 a7.5 5.6 %
50000 Third Party Software 52,602,857 2,788,906 ($185,049) -6.7 % £2,788,906 ($186,049) -6.7 %
50100 Hosting Costs $4,337,121 $4,648,177 ($311,057) -6.7 % $4,648,177 ($311,057) 6.7 %
Cost of Services $6,939,978 $7,437,083 ($497,105) -6.7 % $7,437,083 ($497,105) -6.7 %
60000 Salaries - Exec 4,213,249 4,173,868 $39,381 0.9 % £3,976,075 237,173 6.0 %
60100 Salaries - Non Exec PT 499,080 £100,994 ($1,906) -1.9% $96,530 §2,550 27 %
60400 Salaries - Non Exec FT £5,667,841 55,300,510 $367,331 6.0 % £5,049,524 £618,317 12.2 %
60200 Standard Wages - Hourly 500,369 460,674 $39,695 B.6% 442,609 $57,760 13.0 %
60300 Qvertime & Holiday 435,077 427,447 $8,530 31.1% $32,448 §3,529 10.9 %
\Wages - Hourly
60500 Bonus $128,789 $125,300 £3,489 2.8% £132,305 ($3,516) -2.7 %
60600 401K $265,883 $254,369 411,514 45% $243,461 $22,422 9.2%
60700 Medical Benefits - Exac $337,060 333,909 $3,151 0.9 % $318,086 $18,974 6.0 %
60800 Medical Benefits - Non 340,070 318,031 $22,040 6.9 % £302,971 $37,099 12.2 %
Exec FT
60000 Dental 473,314 470,152 $3,162 4.5% 468,640 44,674 6.8 %
61000 Federal Payroll Tax £746,429 $714,758 $31,671 4.4 % £687,669 $58,760 8.5 %
61100 State Payroll Tax $123,752 £113,562 $10,190 0.0 % £111,062 $12,680 11.4 %
61200 Other Benefits $626,448 $602,484 423,063 4.0% $579,899 $46,549 8.0 %
72000 Company car 582,571 581,754 3818 1.0% $70,400 $12,171 17.3 %
template - budgetpak5 end user getting started 35

guide - daemen 25-26



_L/LERANT

Saved reports selections: Enables the budget holder to save and re-run report selections. Saved

report selections can be accessed by hovering over Reports in the top bar of the screen and
selecting Saved Reports, from the Standard reporting page or selecting Run one of my saved reports

on the Advanced reporting page.

Dashboard Versions Status

BudgetPak™

Budget -

Budget. Forecast. Report.

Advanced reporting

Select a report

Select report
s h reports.
* PaLreports
Statement of Operations Annual Report
oup accounts b Statement of Operations Yearto-Date Repart

Statement of Operations Quarterly Report
Statement of Operations Monthly Report
PAL Summary by Rollup Unit Report
P&L Summary by Unit and Month
P&L Consolidating Report
P&L ActionPak Consolidating Report
P&L Category Gonsolidating Report
P&L Tag Consolidating Report
Enterprise Subtotals Report
Budget Remaining Report
Gonsolidating reports
P&L Consolidating Report
P&L ActionPak Consolidating Report
P&L Category Consolidating Report
P&L Tag Consolidating Report
Summary reports
P&L Summary by Rollup Unit Report
P&L Summary by Unit and Montn
Account Totals Acfoss Units Report
Galculation Detall Report
Line Item Details Montnly Report
ActionPak reports
P&L ActionPak Consolidating Report
ActionPaks by Accounts Report
ActionPaks by Units Report
User Files by ActionPak
Headcount reports.
Headcount Report
Headcount by Month Report
Headcount Comparison Report

Projections Configuration About

Select a report

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

Advanced renarfina,

Saved reports

Select the following report options:

Row detail:
@ Display detail and summary rows
© Display summary rows only

Level of detail:

() Standard report detail only

@ Include extended detail on report
(Files, categories, drivers, line item details)

Chart of accounts:
@ Company accounts
O Enterprise accounts

Additional report settings:

Suppress rows with all zeros

N0 Exclude ActionPaks from account totals
no Exclude variance columns |
Exclude account notes

Currency and culture option:

o a @ View/edit saved reports

Statement of Operations Annual Report
y detail a

ail on report
s, line item det

<

1 unit(

totals

Q_ View the report I

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

B Save current selections as new report
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In order to complete your budget, review each account in the department individually and then save the
budget. Green check marks indicate a section has been reviewed. When all sections contain a green
checkmark, the budget is complete and can be “signed off.” Follow these instructions to sign off on your
budget.

Completing and Signing-off on your Budget

1. On the toolbar at the top of the window, click Versions. The Version Selection window displays.
2. Inthe Select a Unit panel, select the department you want to submit for approval.

3. Inthe Select a version panel, locate the version you want to submit to approval and select Copy (at
the far right of the page).

4. Inthe Copy a Budget screen, Step 1, use the drop-down box to select FY2026 working Budget. In
Step 2, leave the default name. Click OK.

5. You will see a sign-off button in the green highlighted row.
a. Click the Sign-off button;
b. Click Yes to confirm you want to sign-off on the budget. The budget is now signed-off and ready

to be approved by Approval Managers. Once a budget is signed-off, you can no longer make any
changes to it, unless your Approval Manager re-opens that budget for you.

Budgetpak" Budget =  Dashboard

Budget. Forecast. Report.

Versions

Modinied by

Signed off (but not o
yet approved)

PP PLPPLPPLPPLLLPLPLLLPLPLRLR

6. Your budget is now complete and you may log out of BudgetPak.
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NOTE: For each department for which you are responsible for submitting a budget, the above steps
must be completed.

Approving Budgets

Approval Managers have the responsibility of approving the budget for each of their units, as well as the
roll-up unit to which they are assigned.

1.

On the toolbar at the top of the page, click Status. The unit Status page displays, showing the
budget status for all departments for which you are responsible.

In the upper left Select Version panel of the Status page, verify that you are viewing the FY2026
working Budget. If not, find and click on it in the dropdown menu.

a. Inthe Select Status Information panel, make sure that status box is checked.

Click on the row containing the first unit that contains the “signed-off” icon, which is a green
checkmark inside a green circle. (When you select the unit, the row will be highlighted.)

Click the Approve button (located above list of units). Note that the icon changes to a green
thumbs-up and the status changes to ‘Approved.’” This indicates that the budget for that unit is now
approved by you.
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BUdgefPak"' Budget~  Dashboard Versions Reports ~  Projections Configuration About

Budget. Forecast. Report.
St at U S Here is an overview of the status of your units.
or—

() Most current version P————————————
Note: tatus ndicatars (nescs 101, (£ Expand all] 3 Collapse al]
signed off, etc.) are not meaningful in
this view and will not be displayed Description T Status Expense Headcount Modified BudgetHolder Version

@ This version

* ABC Organization Started $37,846334 4/11/2023 1:54 PM Smith, Jennifer | 2026 Final Budget
+ Total Marketing & Sales O] Complete $16,842,395 43 4/11/2023 1:54 PM User, XLerant 2026 Final Budget
Marketing (i) Complete $9,700,100 24 4/12/2023 1229 PM User, XLerant 2026 Final Budget
v Total Sales Offices (@ | Signedgff $7,142294 19 4/11/2023 1:54 PM Smart, Lisa 2026 Final Budget
Show unit description only Japan Sales Office @ | sighdort ¥344,255,561 ] 10/18/2023 7:28 AM Hastings, Clive | 2026 Final Budget

) Soon it cote oy _mm S4204520 | 11| 10/16/2028 728 AM | Brown Mike | 2025 Fnl Buoet_|
~) Show unit code and description ~ Total Finance Started $3,247,930 2 4/11/2023 1:54 PM Dean, Barbara 2026 Final Budget
B Accounting Started $1,880,223 13 1/8/2024 7:20 AM Brubaker, Steve 2026 Final Budget
Name of budget holder Planning & Analysis Started 1,367,707 9 8/8/2023 10:56 AM User, XLerant | 2026 Final Budget
Lastmodified date  Executive Offices Started 43,668,959 8 4/11/2023 1:54 PM Long, Martin | 2026 Final Budget
unit total: Total for which accounts? USA Executive Started 4 8/8/2023 10:56 AM Dean, Barbara 2026 Final Budget
UK Execulive @ | signed off 4 9/18/2023 926 AM Perking, Tony 2026 Final Budget
@® inlocal currency ~ Shared Services Started $5,181,971 27 4/11/2023 1:54 PM Rose, Jeff 2026 Final Budget
. in this currency Legal @ | signedoft 2,662,297 10 £/9/2023 5:57 AM Gallant, Susan | 2026 Final Budget
Human Resources Started SR - et Hendersen, Burt | 2026 Final Budget
m Leadcout Admin Services Started Burns, Fred 2026 Final Budget
+ Total IT Approved Budgets have Perkins, Tony 2026 Final Budget
" IT Development Approved Smart, Lisa 2026 Final Budget
i VESIoNtescription IT Support W Dean,Barbara | 2026 Final Budget

Hide reference units P . been approved ' ’

Select budget start o)

If you start a budget or forecast from this page,
you can designate how it will be started:

() Start new budgets from pre-defined defaults
@ Start new budgets from scratch

Repeat Steps 3 and 4 until all of the units for which you are responsible have been approved.
At the roll-up unit level, which contains your name as the budget holder, click the Sign-off button.
a. You may have to select the Rollup button first to consolidate all the budgets.

Once you have Signed-off, your budgets can be reviewed and rolled up by the next level of Approval
Managers.
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On-Demand Templates, an optional feature intended for advanced users, is accessible from the Action

On-Demand Templates

menu. This feature allows you to readily use Excel in conjunction with BudgetPak. The templates are
considered ‘on-demand’ because they don’t have to be created in advance by your Finance department.
You can create them whenever you want, for any version and any unit, fill them in (partially or in full),
and then bring the contents (again, in part or in full) back into BudgetPak. On-Demand Templates
produces an Excel workbook that has all of the accounts and current account values for the current
version and unit. Itis an exact replica of what you get on the ‘Monthly spreading-all line items’ page,
formulas and all. The workbook is protected, with the discretionary line items unlocked.

1. From the Action button at the top right of the Budget Navigation Page select Create on-demand
template.

a. Designate a name for the template file.

Your budget: @ e @ wom EIEEE

O Show all sections

= Mark all secti iewed
Revenue Cost of Services SISl SECHONS [EVIEW 5 Benefits
B: Creaie on-demand template

8 Import on-demand template

Across the Board Across the Board Across the Board
Change Change + Check for completion Change
: . A . Reset grid preferences S : 4
@ Membership Fees @ Third Party Software & L @ Medical
514,353,056 $836,550 566,216
h" v h" v b - h" -
' ™y ' - ™y rd Y rd Y
Sales Revenue Haosting Costs Salary Increases Dental
@ §8,263,425 @ $1,393.275 @ @ $12,104
i Other Revenue "I Monthly Spreading i Bonus R 01K I
@ $536,250 @ @ @ 537,848
h" v h" v b - b -
~ n “y ' - y ' y
Merchandise Revenue Hourly compensation Monthly Spreading
3590527 @ @
i Event Revenue I i Benefits I
@ $631,000 @
. s A -
i (%) Monthly Spreading ) ( (@) Compensation Review N
$1,770,289
( @ Monthly Spreading )

. S

2. Open the file in Excel. All line items and months are displayed in the template, exactly as they are in
the ‘Monthly spreading all line items’ page. The template includes some hidden ‘marker’ rows, used
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by BudgetPak when you import the template. Do not modify or delete them, or you might not be
able to import your template. Non-discretionary line items are displayed in light gray, and are locked
for editing by default.

Version: 2026 Draft 1
Unit: 10-200-01:
Marketing

Exported 4/14/2023 4:28
PM

Do not delete or modify this
row or hidden rows. They are
required to import this data
back into BudgetPak.

embership Fees

[Sales Revenue

Membership Fees
Sales Revenue Nore
Evert Revenue

Alocations n - Revenue

Evert Revenue Nore

Alocated in Revenue Nore

s §2 25 $252,134 252134 $267,120 $267,120)
51996503 $1.996.503 $1.996503 $2742.388 $2.111.388 $2.111.388 $2.168534 $2.168.594 $2168.534 32226408 $2.226408 $2.226.408
856,423 56911 60896 833,040 $13.625 $16.498 3383 43,208 26368 $35,158. $85.467 533824

865,095, 865,658 $70.256 38118 $15.719 $19.024 844803 849,673 30421 840562 852,456 842803
$121518  $122.569 5131152 $71157  $29.344 $35,531 583,637  $93.101 $56.789 $75.719 $97.923 $83,637 50
52118021 $2.113.072 $2.127.655 32813545 $2.140.732 $2.146.919 $2.252231 $2.261.69 $2.225384 52302127 $2.324.331 $2.310.045 50
0.00% 0.00% 0.007% 0.007% 0.00% 0007 0.00% 0.00% 0007 0.007% 0.00 % 000z 0.00 %

832776

832776 $32.778 $32776 83, s $32776 832776

Nore

Jcompensation Review

Nore

sation Review Nore 7471

3. Copy your model into an empty worksheet.

a. Create a cell reference in the On-Demand Template on the appropriate rows to reference the
monthly values in your model.
b. Save the file.

4. Select Import from on-demand template from the Action menu.

Your bu dg et: @ You are herew 4 Gotosection.. ¥
O Show all sections
Revenue CostofServices | — 'ankallsections reviewed | Benefits
B: Create on-demand template
@ Across the Board Across the Board 8 Import on-demand template Across the Board
Change Change + Check for completion Change
A ~ A B - b -
Reset grid prefi
@ Membership Fees @ Third Party Software a2 g” HEELES @ Medical
$14,353,056 $836,550 J LV 866,216
S A S A b A
Sales Revenue Hosting Costs Salary Increases Dental
@ 58,263,425 @ 51,393,275 J @ @ 512,104
e - e b - b -
Other Revenue Monthly Spreading Bonus 401K
@ $536,250 @ J @ @ $37,848
S A S b A b A
Merchandise Revenue Hourly compensation Monthly Spreading
$590,537 @ @
e - b - s -
Event Revenue Benefits
@ $631,000 @
A A \ A
@ Monthly Spreading @ Compensation Review
$1,770,289
e - s -
@ Monthly Spreading
L A
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5. In Step 1: Make your import selections, Click Select to select the Excel file that contains your
template. Click Open. Click Import this worksheet.

6. In Step 2: Preview the import, line items that differ from the existing values in the version and unit,
and are eligible for import, are automatically flagged ‘Will be imported’. If you decide that you do
NOT want to import a line item at this time, you may de-select it in the ‘Will be imported’ column.

a. You may select all eligible line items, or none, by clicking on Select all rows for import or
Deselect all rows.

7. Click Import Now when you are ready to import. The rows with ‘Will be imported’ checked will be
imported.

Import On-Demand Temp|ate Impart a previous'y created On-Demand Template. w

8. Review the imported values in the appropriate section(s) and in Monthly Spreading.

a. Each line item imported from a template will have its automatic spreading method set to ‘None’,
as indicated. (The reason is that monthly line item data are being imported, not annual data;
and presumably you want to import these monthly values into BudgetPak as-is.)
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