


Objectives

• Budget Process Overview

• FY 2022/2023 Budget Development in BudgetPak

• Complete and Save Salary Worksheets in the W Drive

• Complete Budget Development Process due: May 9, 2022

Objectives



ObjectivesCommunication of Process

• Budget Development Process Information Phase II

• All materials are in the W Drive and on the Office of Budget 
Administration web site



ObjectivesBudget Development Process Phase II

• 2022/23 Budget approved by Board of Trustees

• Re-allocate budget lines, complete salary budget 
worksheets and faculty contracts

• 2022/23 Budget approved by Board of Trustees

• Re-allocate budget lines, complete salary budget 
worksheets and faculty contracts



 Complete Budget Authorization Form

 Use 2023 Budget Development Version for BudgetPak

 Annual Salary Pool of 2.5% approved by the BOT

 Fringe Benefit Rate remains the same at 33.2%

 Send email for BudgetPak Phase II Training if needed

 Budget Development Deadline: May 9, 2022

Some RemindersUpdates



University Budget Advisory Committee
(UBAC)

The University Budget Advisory Committee reports 
to the President on matters related to the university 
annual budget process and the priority-based 
resource allocation.



Preliminary PreparationsPreliminary Preparation

Planning and Creating the 2023 Budget Development

 Create budget vs. actual variance analysis. 

 Review deficit accounts requiring budget adjustments (reallocation).

 Identify historical spending patterns.

 Identify and adjust for any anticipated expenditure.

 Synchronize College/Department Strategic Plan(s) with the Budget.



Preliminary PreparationsPreliminary Preparation



Preliminary PreparationsPreliminary Preparation
Budgeting Tools: http://www.westernu.edu/budget/budgeting-tools/



ObjectivesComplete the budget process

• Review, reconcile, and balance the budget

• Review and validate all information

• Approval of Dean or Department Head

• Complete the BudgetPak forms, salary budget 
worksheets with annual increases and faculty 
contracts



• Cloud-based budgeting solution designed to use interfaces to make a 
complex process user friendly

• It makes the reallocation process of budgeted funds seamless

• Consolidates at the rollup level

• On demand reporting

• Improves Accountability

Why BudgetPak?What is BudgetPak?



Accessing Budget DevelopmentBudgetPak Software Phase II Training

Sign up for BudgetPak Phase II Training via email to 
Budget@WesternU.edu

 Individual basis by request

 Training will cover:

The following information will be saved in the W Drive:

 Phase II BudgetPak Budget Development Instructions

 Budget Process Time & Responsibility Schedule



 Go to: https://westernu.mybudgetpak.com

Accessing Budget Development

 Log In to BudgetPak

BudgetPak Overview - Accessing BudgetPak



Status
BudgetPak Overview - Accessing Budget Development

Home Menu

Status Menu



This is the only time to make permanent budget adjustments. 
All accounts need to be adjusted for anticipated expenditures. 

Reallocating Budget Reallocating the Budget 



Budget ReallocationBudgetPak Overview - Reallocating
Across the board (all line items) Menu



ReportsBudgetPak Overview - Report(s)
Report(s)

 The Dean or Department Head must review and approve the FY 2023  
Budget Development.



Reports
BudgetPak Overview - Signing Off and Approving the Budget

Status Menu

 Once the FY 2023 Budget Development is signed off and approved, no 
additional changes may be made.



Salary Worksheets

Salary Budget Worksheets to be completed and saved 
in the W drive by May 9, 2022:

 Annual Salary Pool Increases

 Approved Position Modifications

Salary Budget Worksheets



Salary WorksheetsSalary Budget Worksheets

Verify all salaries and employee names for accuracy.

Identify all salary increases to be recorded in the Salary     
Worksheets. 
Please remember that the total amount of all salary 
pool increases cannot exceed the total amount of salary 
pool awarded for College/Department as indicated on 
the salary budget worksheets. 

Verify that the salary amount on the faculty contract is the same 
as on the Salary Budget Worksheet. 

Modify any approved changes on positions as needed on the 
Salary Budget Worksheet. 



Salary WorksheetsSalary Budget Worksheets

Salary Increases over 6% require Human Resources’ approval       
and a PeopleAdmin action form must be processed.

Non-exempt salaries must be rounded to 2 decimal places and 
the annual salary must be calculated accordingly.  

Positions requiring a PeopleAdmin action form to be 
processed for an increase in salary, modification and/or 
extend time frame are those funded by Designated, Grant, 
Federal Work Study, and Temporary Funds.  



Go to W:\Budget Office\Your Folder

Accessing Salary Worksheets

Folder will contain budget materials:
• Budget Process Time & Responsibility Schedule
• Instructions
• Salary Worksheets

Accessing Salary Budget Worksheets



Salary WorksheetsCompleting the Salary Budget Worksheets



Salary WorksheetsCompleting the Salary Budget Worksheets



Salary WorksheetsCompleting the Salary Budget Worksheets



After Completing the Budget Development Process Phase II

• Please make sure all salary increases are 
reflected in the salary budget worksheets in the 
W Drive by May 9, 2022.

• IMPORTANT: Please remember to save a 
copy of the Salary Budget Worksheet and 
update with changes throughout the fiscal 
year.

Completing Salary Budget Worksheets



All BudgetPak forms, Salary Budget Worksheets and 
Faculty Contracts are due by

May 9, 2022.

RemindersReminders



QuestionsQuestions

Questions?
Please email questions to 
Budget@Westernu.edu



Thank you for your attention and 
participation in the Budget 

Development Process.

Thank You


