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Overview 

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. 

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BudgetPak for historical reference during budgeting and reporting.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. In the first box, enter the username that was assigned to you. 

3. In the 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 

mailto:Business@daemen.edu
https://daemen.mybudgetpak.com/
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5.  

6.  

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. Step 1 

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. Step 2 

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

 

2. 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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3. In the 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. 

 

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 

 

 

 

 

Stack 

Section 
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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. 

 

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. In the 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. 
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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.  

 

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. 

 

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. 

 

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. 
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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.  

 

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

METHOD 2:  Review each section and account individually  

1. To view and make changes to each account individually, click any section you want to budget. The 

Account window displays.  Some sections may contain multiple accounts. 

 

2. In Step 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 per head - 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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3. 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 

versions. 

c. Some notes may be mandatory. 

d. Some accounts may have an administrator-defined category list, from which you can select 

multiple categories to tag to that account. 

4. Repeat 2 and 3 for each line item of the section. 

5. 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. 

 

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”.  
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Click on Monthly Spreading.  

 

1. 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. 

 

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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• Based on Actuals monthly amounts 

• Spread evenly throughout the year 

• Spread based on the number of days in a month 

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

work days) 

• Do not do automated spreading  

 

 

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

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

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

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

• As last Year – Spread based on monthly amounts from a reference version (often last years actuals, 
or this year’s forecast) 

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

• 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. 

 



 

 

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

16 

 
 

 

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. 

 

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.  

 

 

 

 

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

 

 

 

 

 

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

a. In the 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. 
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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. 

 

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. 
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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. 

 

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

 

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. 
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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.  

 

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. 
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Reviewing Headcount & Salaries 

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. 
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1. Click the top section Headcount Review.  

a. In Step 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. 

b. In Steps 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. 

 

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

 

 

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

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

c. If you respond 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. 

 

• 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. 

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

pop-up calendar. 

 

• 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 

type and entering the starting rate and estimated hours.   

 

• 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.  

 

 



 

 

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

27 

 
 

 

• 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. 

 

• 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. In Step 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. In Step 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 

 

 

 

 

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

a. Select a view 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.  

 

6. Review Monthly Spreading screen. No changes are necessary. Click Save.  
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Viewing FY2026 Budget Reports 

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. 

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. 

 

 

 

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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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 

• Select a report (and report options 

• Select versions to report on 

• Select units to report on and filter units buy tags 

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

by section) 

b. As you 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.  

 

c. You can discard 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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e. Select a report:  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.   

 

 

 

f. Select versions: Select 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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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. 

   

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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3. A tour of the Report view page  

a. Flip through the different pages of the report with forward/back buttons  

b. Reports can be downloaded to a PDF file or exported to Excel or Excel (Data only)  

• Send to Excel: formulas are not exported, just values  

• Send to Excel (data only): download the raw report data, unformatted, to Excel.  This is 

useful for additional analysis (pivot tables, etc.)  
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4. 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. 
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Completing and Signing-off on your Budget 

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. 

1. On the toolbar at the top of the window, click Versions.  The Version Selection window displays. 

2. In the Select a Unit panel, select the department you want to submit for approval. 

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

 

4. In the 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. 

 

6. Your budget is now complete and you may log out of BudgetPak. 

Signed off (but not 
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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.   

2. 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. In the Select Status Information panel, make sure that status box is checked.  

3. 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.)   

4. 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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5. Repeat Steps 3 and 4 until all of the units for which you are responsible have been approved. 

6. 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.  

7. Once you have Signed-off, your budgets can be reviewed and rolled up by the next level of Approval 
Managers.  

Budgets have 
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On-Demand Templates 

On-Demand Templates, an optional feature intended for advanced users, is accessible from the Action 

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.  It is 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. 

 

 

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.   

 

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.  
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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.  

 

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.) 

 

 


