On-Line Auxiliary Financial Plan Instructions

Each year departments are asked to project the next fiscal year budget. Projections are submitted using
the On-Line Auxiliary Financial Plan report (BUDG000018) located on Information Navigator or other
approved document. Projections should be based on your best estimate with the information you have at
the time. You should use the history of the account as well as current happenings to make this estimate.

Calculating Projections

Start with the Anticipated Ending Cash Balance of current fiscal year

Subtract Anticipated Ending Encumbrances of current fiscal year

Add Anticipated Revenues for the new fiscal year (less Scholarship Transfer Out and less Estimated Waivers)
Add Anticipated Transfer Ins

Equals Amount available for Expenditures

EXPENDITURES:

Anticipated Salary

Add anticipated Fringe

Add anticipated OPS (Don’t forget that there are fringe cost associated with OPS)
Add anticipated Expenses

Equals Sub Total of expenses subject to administration overhead

Add anticipated OCO

Add anticipated Transfer Out

Add anticipated Administration Overhead Fees*

Equals Total Expenditures (Note that this amount should not exceed the Amount available for
Expenditures as calculated above)

*(Multiply Revenues — Scholarship Transfer Out by 6.71%). Remember that Admin fees for Jan
thru June are charged in the next fiscal year, while July thru December are charged in the same

fiscal year.

Completing On-Line Auxiliary Financial Plan
%+ Logon to MyUWF

4 Select Employee Resources from Home Items
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https://nautical.uwf.edu/InformationNavigator/INReports/OnlineAuxiliaryFinancialPlan/dsp_OnlineAuxiliaryFinancialPlan.cfm?Report_ID=BUDG000018
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%+ The following will display

nformation Mavigator - Windows Internet Explorer

6\;} - |g, https:/nautical.uwf, edu/InformationMavigator findesx, cfm?selected=my_home

File Edit Yiew Favorites Tools Help

ﬁ r,'fi‘ @ Information Mavigator

my show
home all

Open Report Navigator

My Favorites

Type D Title
-4 BUDGO00003S Approvers Document Detail
A v BUDGO00008 Budget availability-Approver
A -4 BUDGO00010 Budget Availability By Activity Code
A v BUDGO000044 Budget Availability Deficits
A v BUDGO00007 Budget Control Proof
A v BUDGO00047 Budget Control Proof List - Detailed
A v BUDGO00020 Document Detail By Status
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4 Use the Search Field and Enter BUDG000018

4+ Select Search

show
home all

Open Report Navigator  help

[BUDGO00O18|

% Click on the report ID within the search results screen

- my show Open Report Navigator  help
1AL ION home il
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Search Results
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Type D Title

B
E_:-:_ BUDGO00018 Online Auxiliary Financial Flan

# Enter your fund and ending date. The ending date should be that specified on the request memo
sent out in early March each year (normally the date is 02/28 or 2/29 of the current year). Note:
The fund must be an active fund. If you need to set up a new fund for the new fiscal year you will
need to request that the fund be created in Banner prior to being allowed to enter data into the

financial plan.

‘h%[aﬂ Crline daikary Financial Plan (BLIDG00301E)
“Wavigator

Repor Options

130601 SEARCH 4

Aot Form Ve Hegor Melp R tilsiory

Problems with this form? Contact Help Desk

%+ Select View Report— this will give you the following
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Actual as of 2/28/2018 column is the amount actually received or expended for the current fiscal
year at the date of February 28, 2018 or whatever date you entered in the criteria screen.

Projected 6/30/2018 column is calculated based on the number of months past and projecting the
same rate of spending through 6/30/18. When using the end of February, the first 8 months of the
fiscal year have past, so the system takes the amount received or expended and divides by 8 to get
a monthly amount. Next it multiplies that monthly amount by 12 to get the yearly projected
amount.

Initial Calculated Budget Request column is calculated based on the projected 6/30/2018 field
multiplied by 1.10% for Revenue and by 1.06% for Expenditures with the exception of
Administrative Overhead Charges. Administrative Overhead Charges are now based on revenues
less Scholarship Transfer Out and less Estimated Waivers and multiplied by 6.71% for revenues
received during fiscal year 2018-2019. The 6.71% will remain until further notice. (Remember that
admin fees based on revenues received during a fiscal year are charged 50% in the current fiscal
year and 50% in the next fiscal year.) This is just a starting point for which you may or may not
agree.
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# Compare your calculations to those generated by the report in the column labeled Initial Calculated
Budget Request.

0 If you agree with the Initial Calculated Budget Request proceed to the next + bulleted step
0 If you do not agree with the Initial Calculated Budget Request
= Enter your estimates in the column labeled Adjusted Budget Request-Remember to
use whole dollars only (there are very few exceptions to the whole dollar entry).
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0 You may add additional categories by using the drop down list on the blank lines. For
example, this index might want to add an OCO budget-on the next available blank line
under Expenditures select the drop down menu and Select Other Capital Outlay, then enter
the amount under the Adjusted Budget Request column and select Re-Calculate / Archive.
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0 Note 1: If you have not calculated enough Administrative Overhead, you will get a message

in Red below note 1 that reads:
THE AMOUNT YOU HAVE CHOSEN FOR ADMINISTRATIVE CHARGES { 0.00%) IS LESS THAN THE RECOMMENDED AMOUNT.
Review the amount entered and change as appropriate.
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0 Note 2: If you have entered total expenditures in excess of 6% you will get a message in
Red below note 2 near the bottom of the page that reads:

THE ADJUSTED EXPENDITURE AMOUNT INCREASE PERCENTAGE EXCEEDS {6%). PLEASE PROVIDE A DETAILED NARRATIVE STATEMENT BELOW,
You must enter an explanation in the Narrative section.

O IMPORTANT: If you have entered expenditures and transfer out budget in excess of the
ending cash plus revenues and transfer in you will notice that the Net Available Balance will
be displayed in red. Make adjustments to the budget as appropriate.

4 Enter Comments in the Narrative section as appropriate

%+ Select Re-Calculate/Archive this will display your adjusted totals and save your data in a table so
that the data can be retrieved for future use by the budget office and in case you need to come
back to it for any reason. Always recalculate if you make any changes to this document.

4+ Select Create PDF

r —fi" Usbuniyel Omline Auxiliary Financial Plan 1D: BUDGO0H1S
% West Florida Print Dze: 03/2012013 09:37 AM
Az OF 03-20-2013
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Fie ancisl Mazager: Kennedy, Rebeca
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THE ADITTE TED EXPENDITURE ANMOUNT INCREASE FE RCE NT AGE EXCEEIR (6% FLEASE PROVIDE A DE TATLE D NARRATIVE
STATEMENT BELOW.

KOTES: (1) 3.71% 0N 50% OF THE X

KARRATIVE:

The follorosing slacirosic sipnsiems in Rostek mesegsimd B this docmen:

1) Director 3) DemnDhisionHeed (4s Agproprize) T} VisePruidest (As Appmpsiats) And 4) Budza Offm

Verify all information is correct-if not go back and adjust the form making corrections as needed
Save this file to your computer or your department shared drive. You will need this PDF to upload
to JIRA for the Office of Budgets to process

Select “Launch JIRA”

Complete the JIRA (See separate instructions)

Forward to the Office of University Budgets no later than the date as specified on the request
memo sent out in early March each year.

FEE O FE
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Submit a Financial Plan through JIRA (NEW 2018)

Once you have completed the plan and saved the PDF to your computer or
department shared drive. You will select “Launch JIRA” and the following form will

pop up to launch JIRA:
£ Service Desks

abmin  UWF Service Desks / Budget
Financial Plan Request

must be provided as an attachment to this request

Raise this request on behalf of

Jefirey Djerlek

Banner index code

Notes (optional)

Attachment

@ Drag and drop files, paste screenshots, or

browse

Requests @

Before beginning, please ensure that you have filled out a Financial Plan form in Informatien Navigator. This form

Please enter your Banner index code for the
Financial Plan you are submitting

NOTE: You may only submit 1 planfindex per
request. If you have additional plans/indexes
please submit them as separate requests

Please provide any notes you need to share

Please attach your completed Financial Plan form
from Information Navigator here. This is a
required field to move the JIRA ticket forward
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The following information should be entered:

1. [Required Field]: Raise this request on behalf of will automatically select

you as the user, as it uses MyUWF authentication to confirm who is

submitting. | (Jeffrey Djerlek) am logged into MyUWF, so the “Raiser”

indicates me:

a. Example:
Raise this request on behalf of

Jeffrey Djerlek v

2. [Required Field]: In the Banner Index Code box enter the 6-digit
Fund/Index for which you are processing the Financial Plan for. As a

reminder, “you may only submit 1 plan/index per request. If you have

additional plans/indexes, please submit them as separate requests.” Also,

do not use spaces or any other characters except the 6-digit Fund/Index

number.

a. Example: If | was processing a Financial Plan for Auxiliary index

130233, the “130233” would go into this field.

b. Based on the Fund/Index number you place into this field (which
should be for the PDF you are submitting) JIRA will look up who the
Financial Manger of record is in the Information Navigator report

FINO00O022. In our Example we used “130233,” if we review

FINO00022 for that Fund/Index we see that Jeffrey Djerlek is the

manager:
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r Vindvenslty of Index Listing ID: FINOD0O22
. Print Date: 03/05/2018 09:10
» West Florida AM

As Of Date: 03-05-2018

Active Records Page Setup: Letter / Portrait
Margins: 1/2" X 1/2" X 1/2" X 1/2"

Index Description Fund Orgn  Program Financial Manager
uuuuuu s ey g v e I — gy g
130233  Federal & State Tax Clearing 130233 9700 91 Djerlek, Jeffrey
130234  Administrative Overhead Charge 130234 g700 91 Djerlek, Jeffrey
130324  Auxiliary Budget Reserve 130324 892880 7 Dijerlek, Jeffrey
139097  Festival on the Green (FOG) 138097 1000 a3 Djerlek, Jeffrey
139118  Concessions Budget Reserve 139118 9980 a3 Djerlek, Jeffrey
148005  Scholarship Budget Reserve 148005 89920 a7 Djerlek, Jeffrey
154001 Inter Athletics Budget Reserve 154001 9910 84 Djerlek, Jeffrey
170013  Contracts & Grants Budget Reserve 170013 8860 61 Dijerlek, Jeffrey
190501 Technaology Budget Reserve 190501 9940 a9 Djerlek, Jeffrey
349001 Green Fee Budget Reserve 345001 9960 a9 Djerlek, Jeffrey
409901 Direct Loan Budget Reserve 409901 9930 a7 Djerlek, Jeffrey
#

: % ﬂlgéf?‘}gf
c. That means that the JIRA will Route to Jeffrey Djerlek for approval as

the Financial Manager of record in Banner.

d. If you need to update the Manager for a Proxy, please contact the
Budget Office after submitting the request to change who the JIRA
goes to for Approval.

3. [Optional Field]: The Notes field is optional, and you as the requestor can

place any notes that you want to share with the approver or the Budget
Office.

4. [Required Field]: The Attachment is a required field where the requestor
will attach the PDF they generated for their Financial Plan. You must have
an attachment or the JIRA will not move forward. You can also attach

additional documents you want to share with the approver or the Budget
Office.
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5. After you have performed steps 1-4 you will now select the “Create” field
to start the JIRA, or “Cancel” to delete and stop the request.

6. After you have selected “Create” JIRA will refresh notifying you of your JIRA
request number for this Financial Plan.

UWF Service Desks / Budget / E

when
E4 Financial Plan Request EZD

1] © Don't notify me
B2 Share
Activity
Shared with
Jeffrey Djerlek Today AM | LATEST Jeffrey Djeriek
3 (83 kB) it
Details Today 1

WhAtlassian

Also JIRA will send an email confirming that we got your request:

BUD-27 Financial Plan Request Inbox X

Budget
tome [+

Just confirming that we got your request. We're on it.
JIRA Worker changed the status to Finance Processing.

View request - Tum off this request's notifications
This is shared with Jeffrey Djerlek.

UWF Service Desks, powered by Jira Service Desk, sent you this message.
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7. Note: Final recipient for all financial plans is the Budget Office. Jeffrey
Djerlek (Jdjerlek@uwf.edu or 474-2759) will be processing them and you

can call him with any questions.
8. Upon final approval in JIRA you will get the following email:

BUD-27 Financial Plan Request Inbox

Budget
to me [+

Just confirming that we got your request. We're on it.

JIRA Worker changed the status to Finance Processing.

View request - Turn off this request's notifications

This is shared with Jeffrey Djerlek.

UWF Service Desks, powered by Jira Service Desk, sent you this message

Budget
to me [+

Jeffrey Djerlek changed the status to Done.

Jeffrey Djerlek resolved this as Done.
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