Set Up Your Fiscal Year Budget

Learn about Purchase Orders and the tasks required to set up your new Fiscal Year Budget.
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Before We Begin

To create and modify budgets, one or more of the following PASSPort user roles are required:
Vendor Admin, Vendor Financials L1, or Vendor Financials L2.

The Vendor Admin wants to confirm that the user has the necessary task authorizations:

1. Go to nyc.gov/passport and click the PASSPort Login button.

2. Click the Contacts tab on the left side of the Vendor Profile.

3. Locate the user in the Vendor Contact Information section. Make sure the user is listed as
a contact with the correct email address, and in the Profile column they have one of the
required roles listed above.

4. Then, on the top navigation menu of PASSPort, click Contracts, and click Manage My
Contracts. Find the contract with the budget to be created or modified and click the pencil
icon to the left of the contract listing.

5. Click the Setup Team tab located on the left-side in the Contract. In the Vendor Team
section, make sure the user is listed as a contact. If they are listed, the user can proceed to
create or modify the budget. If they are not listed, see the Add or Delete Contacts section
of this guide for instructions: Edit the Vendor Team.

1. Budget Setup Basics: What You Need to Know

Setting up a budget in PASSPort can involve completing specific steps based on how your contracting
agency has configured your budget. There are three possible budget setup paths:

e Vendor Creates the Budget: Commonly used for most Human/Client Service (also known as
Health and Human Service/HHS) contracts. When it’s time to complete the budget, vendors receive
a Vendor Budget Completion task in PASSPort, along with an email notification. Note: For HHS
contracts, the Industry field in the Contract Header section will display “Human/Client Service.”

e Agency Creates the Budget, Vendor Finalizes It: Agencies create the initial budget and notify
vendors when it’s time to finalize it by submitting a Purchase Order Change Request (POCR) to
break down the budget into detailed budget lines.

e Agency Creates the Budget (No Vendor Action Required): This option is usually reserved for
contracts where the budget details are not managed in PASSPort such as for large construction
contracts. No vendor action is required.
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2. Easily Determine Your Budget Tasks

In addition to receiving prompts from your contracting agency to complete your budget, you can easily
determine what your organization needs to do by following these steps:

Open your Purchase Order (PO). Go to the Budget tab. Navigate to the Detailed FY Budget section.
Check if Budget Lines are displayed.

e No Budget Lines Display: You need to create your budget — see 4. How to Create a Budget.

Example: The Detailed FY Budgets section is blank, and it reads “O Result(s)”, the Total Budgeted
Amount field is blank, and the Amount still unallocated field displays the full budget amount.

C W
i Overview
% Indirect Rate N R
v Fiscal Year Budget Information
B Receipts
$ Invoices
FY Start Date FY End Date FY Budgeted Amount Invoiced Amount Remaining Amount Invoiced Value Remaining Value
07/01/2025 06/30/2026 830,021.00 0.00 830,021.00 000 830,021.00
1 Result(s) -3
v Detailed FY Budgets
‘Add Budget Line Duplicate Lines from Previous FY PO Import RFx ltems Download Budget Upload Budget
Filled in* Amount still unallocated
Percentage @® Amount $830021.00
0 Resultls) /
\Tuta\ Budgeted Amount
o

e One or More Budget Lines Display: You need to finalize the agency-created budget by breaking
down the provided budget into individual budget lines — see 5. How to Finalize an Agency-
Created Budget.

Example: Two budget lines were already created by your contracting agency. The To be allocated
field lists “0.00%” (or: O dollars), indicating that the contracting agency already allocated all of the
funds which now need to be reallocated in accordance with the agency’s fiscal guidance.

T

~ Fiscal Year Budget Information

FY Start Date FY End Date FY Budgeted Amount Invoiced Amount Remaining Amount
7/1/2023 6/30/2024 1,030.00 000

1 Result(s)

v Detailed FY Budgets

Add Budget Line Download Budget Upload Budget
Filled in*® To be allocated
@ Percen tage Amount 0.00%
Sub-Budget Item Category Sub ltem Category Budget Line ltem Additional Information Expected Delivery Date: Invoiceable? Quantity Unit Price Budgeted Amount
Vil ég;fs“ nting test 1.03 500.00 515.00
yl é;&“ nting 1 1.03 500.00 515.00
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3. What are Purchase Orders?

Before diving into all things budget-related, especially if you’re new to PASSPort, here are a few key
things to know about Purchase Orders (POs):

e The PO represents the contract budget for a fiscal year. There will be a new PO for every fiscal year
of your contract.

e Fiscal Years (FY) begin July 15t and end June 30" for the City of New York.

e Multiple POs may be issued, depending on your contract term.

4. How to Create a Budget (Vendor Creates the Budget)

Complete the Vendor Budget Completion Task as soon as the Fiscal Year PO becomes available.

4.1. Open the Vendor Budget Completion Task

1. Click the pencil icon to access the Vendor Budget Completion task via the Open Workflow Tasks
widget on the homepage. Don’t see the task? Click the hyperlink above the table to view all tasks
(Example: “See 3 results”)

© PToa eoug
PASSPortCentral ~

< 9 v Homepage

Announcement

2
- . = (=)
L J L ] v—
‘an® E Z

Vendor Vendor Commod dity Browse Create
Contacts Information Enroliment t Public Rfx Invoice Disclosures

Vendor Check List ® Open Workflow Tasks See 3 results

0]

Edit  Process Title Action Assigned date = Status
Account created Yes
O]

Administrator identified Yes , Procnase Teamp
Order EVELC
at [0} CONSU

2. The Purchase Order (PO) displays with an In Progress status and an alert that indicates it’s time to
create the budget. Review the PO details in the Overview tab, including making sure the
correct Fiscal Year displays.

Budget 2/20/2025

Pre Prod Debug
PASSPortCentral ~ Profile  Tasks

~  Alert

© - The total budgeted amount and/or item value does not equal the FY Budgeted Amount declared for this FY PO

v Header a
Fiscal Year /

2026 - City of New York (Legal)

Status
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4.2. Upload Required Documentation
Refer to your contracting agency’s fiscal guidance if backup documentation is required.

If supporting documentation is required: In the Overview tab of the Purchase Order, click the Manage
Documents button to upload required documents. Follow the prompts. The file size limit is 300MB.

PO: PO073905

=3 T

Overview

Indirect Rate

Vendor File(s)

Changelog
Ch R t
ange Reques Manage
Budget
Contract Period to
7/1/2023 6/30/2024
Budget Period to

4.3. Review the Budget Information

1. Click the Budget tab of the PO. The budget displays.

2. Note the FY Budgeted Amount in the Fiscal Year Budget Information section. The full amount must
be allocated when filling out the budget.

3. Scroll down to the Detailed FY Budgets section to begin filling out your new budget.

s 'F;"AUSHS‘E;(‘)E;{CentraI v Profile Tasks RFx Contracts Ordering Catalogs Financials Performance Support Q 9 Mork S.
PO: PO401947 q
st oromo
i Overview
%  Indirect Rate = 5
v Fiscal Year Budget Information
| Rec (‘@
$  Invoice - -
FY Start Date FY End Date FY Budgeted Amount Invoiced Amount Remaining Amount
7/1/2025 6/30/2026| 293,141.00 0.00 293,141.00
1 Result(s)
ﬂ Detailed FY Budgets \
Add Budget Line Duplicate Lines from Previous FY PO Download Budget Upload Budget
Filled in* Amount still unallocated
Percentage ® Amount $293141.00
k 0 Result(s) )
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4.4. Add Budget Lines

For your convenience, there are three different methods to add line items to your budget.
Choose one or more of the following methods to add budget lines:

A. Add Budget Line: Add lines manually, one by one.

B. Duplicate Lines from Previous FY PO: Only available if previous FY PO exists. Efficient when

budgets don’t change much between fiscal years. This automatically copies over all lines from the
previous fiscal year budget. Once copied over, you can edit the entries.

C. Download Budget Template and Upload Budget: Ideal for bulk entries. Download the budget
template, complete it offline in Excel, and then upload the finalized version to PASSPort.

E=E ';ﬁa‘i\“s"s‘ﬁas,lcen"m - Profile Tasks RFx Contracts Ordering Catalogs Financials Performance Support fal 9 Mork S.
PO: PO401947
st re
i Overview
Indirect Rate = .
v Fiscal Year Budget Information
Receipts
Invoices
FY Start Date FY End Date FY Budgeted Amount Invoiced Amount Remaining Amount
Budget
7/1/2025 6/30/2026 293,141.00 0.00 293,141.00
1 Result(s)
v DG FY Budgets e e
Add Budget Line I Duplicate Lines from Previous FY PO II Download Budget Upload Budget I
Filled in* Amount still unallocated
Percentage ® Amount $293141.00
0 Result(s)
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A. Add Budget Line
1. Click the Add Budget Line button. The Add Budget Line window opens.

v Gd FY Budgets

¢ codll

Add Budget Line Duplicate Lines from Previous FY PO Download Budget Upload Budget
Ll 1L

2. The Add Budget Line window is where you enter the budget line details:

Item Category

Select the appropriate category to define the deliverable of the budget line.
Note: If a category is not listed in the drop-down, select "Other" instead.
Keep in mind that for Human Client Service contracts, selecting the correct
item category is crucial because the indirect rate calculation is driven by the
information entered in the item category.

Sub Item Category

While this is an optional field, some agencies require that you complete this
field. Refer to agency guidance.

Budget Line Item

Provides further detail to the deliverable. Type in a label.

Quantity

The amount budgeted towards the goods or services described by the line.

Unit Price

Should always be “1”, unless it is a rate-based line such as wages.
Note: Once you enter the unit price and submit, it cannot be edited.

3. Click the Save and Close button.

Add Budget Line

Sub-Budget

I+ Budget Line Information e v Budget Financials Section 1

Quantity @®*

Item Category”~

Important:

Sub Item Category
Budget Line Item*

Unit Price”

1

Budgeted Amount

Item Value

e The Unit Price should always be “1” unless it's an hourly rate.

e When budgeting wages, enter the projected number of hours to be performed in the Quantity
field and enter the hourly wage in the Unit Price field. For salaried full-time employees, in
contrast, enter in the full dollar amount in the Quantity field and enter “1” in the Unit Price field.

e The Item Value field should always be left blank.

e The checkbox next to Invoiceable? is not editable. That’'s because the agency will have the final

say on which lines will be marked invoiceable after you submit the budget.
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B. Duplicate Lines from Previous FY PO

1. Click the Duplicate Lines from Previous FY PO button.

v

Detailed FY Budgets c

Add Budget Line l Duplicate Lines from Previous FY PO ' Download Budget Upload Budget

Cillad in® A & coill m A

As a result, all budget lines from the prior fiscal year’'s PO are copied to the current budget.

2. Click the pencil icon to view and/or edit any line item.

v~ Detailed FY Budgets

Add Budget Line Duplicate Lines from Previous FY PO
Filled in* Amount still unallocated
Percentage g Amount $0.00

aSub-Eudgct Item Category Sub Item Category

PK23903_School )
Salaried
# [P Response Team
Employees
Program
PK23903_S5chool .
Salaried
#  Response Team
Employees
Program
PK23903_School -
#  Response Team Salaried
’ oprarm Employees

Program

PK23903_School

Download Budget Upload Budget
Budget Line Item Additional Information Expected Delivery Date: Invoiceable? Quantity Unit Price Budgeted Amount Item Vaj
290 Other Direct 53,534.01 1.00 53,534.01
Care Staff

324 Social Worker

(LMSW/LCSW) 70,006.01 100 70,006.01

505 Office Worker 671.67 1.00 671.67

3. Make the necessary edits then click the Save and Close button. Optional: To remove any
unncessary lines from the budget, click the Delete Line button and follow the prompts.

Add Budget Line

© Fields marked by an asterisk * are mandatory
& Expected date format: M/d/yyyy

e Ox

v Alert

v Budget Line Information
Sub-Budget
PK23903_School Response Team Program

Item Category
Salaried Employees o~

Sub Item Category
Budget Line Item*
290 Other Direct Care Staff

Additional Information

Expected Delivery Date

v Budget Financials Section
Quantity @*
53,534.01

Unit Price*
1.00

Budgeted Amount
53,534.01

Item Value

Invoiceable?

To add individual budget lines, refer to the instructions listed in A. Add Budget Line.
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C. Download Budget Template and Upload Budget

1. Click the Download Budget button.

« Detailed FY Budgets G
Add Budget Line Duplicate Lines from Previous FY PO Download Budget Upload Budget

Eillgd in® Amaunt ctill

A template will download to your computer. Don’t see it? Check your Download folder and make sure
there are no pop-up blockers set up in your web browser.

b Budget_Lines_Bulk_Importxl 4 24
12.3 KB = Done

2. Open the Excel file and enter budget line information according to the column labels.
Columns marked in red indicate required fields. Save the file to your computer.

Diem, Verena (MOCS) éj = =

AutoSave (@ off) LoRd = Budget_Lines_Bulk_Import v £ search
Flle ~ Home Insert  Pagelayout  Formuls  Data  Review  View Developer  Help  Acrobat | = commen
X cut c == ® ab, T | 2 Autosum ~ A [
Calib n VAN == v B WropTet General A = 5 = v oo rh ,
P tEl [ Cory n Conditional Fy /f E{ oz e o || SzrtB{ Find& | Anah Add CrestePOF  Crets PDBF d
aste B I U S A === = = Eroaex .9 <o o0 | Conditional Formatas Cel nsert Delete Forma o in nalyze ins | Create reate PDF an
« < Format Painter = - ===1== Z $-% 9 " | Formatting~ Tablev Styles~ - - © Clear~ Filter~ Select~ | Data and Share link Share via Outlook
Clipboard Font Alignment & Numb styles Cells Editing Analysis | Sensitivty | Add-ins Adabe Acrobat
Da7 = L
c : / E F / H I J / K / | M O

sub-Budget Item Category Sub Item Category Budget Line Item Expected Delivery Date _ Additional Information Quantity Unit Price Budgeted Amount item Value Delete?

w

Upload the spreadsheet to PASSPort:
a. Click the Upload Budget button.

« Detailed FY Budgets @
Add Budget Line Duplicate Lines from Previous FY PO Download Budget ' Upload Budget
Avnniint ctill Al A

Cillad in®

b. Click or Drag to add a file to add the budget template file and follow the prompts.
c. Click the Upload button.

Upload Budget Lines @ 8 O X

Note: Please up!oa@iudget_l.fnes_suik_ Import' template, which is provided by clicking the ‘Download Budget’ button on the PO's ‘Detailed FY Budget’ frame.
_—

® & Click or Drag to add a file

To add individual budget lines, refer to the instructions listed in A. Add Budget Line.
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Tip: Keep an eye on the To be allocated field—it shows the remaining budget you still need to
allocate. Optional: Click the gear icon to download the table’s contents for your records.

Grid settings

v Detailed FY Budgets Freeze grid header

Filled in To be allocated Grid page size :
P L. t =
. t 50.00%

Grid column settings

Sub-Budget ltem Category Sub Item Category Budget Line ltem Additional Information Expected Delivery Date: Invoicea 10 Bud|
_col
Other Void Line _call
Accounting R
Costs 1 Grid Actions
2 Result(s) Download table "Total budget

frame on budget tab" in Excel
format

00
D Reset to default Daramc(crsa

4.5. Submit the Budget

1. Take a moment to ensure that the Total Budgeted Amount is the same as the FY Budgeted
Amount.

2. Click the Submit to Agency button at the top of the page.

= S0

FY Start Date FY End Date FY Budgeted Amount Invoiced Amount Remaining

7/1/2023 6/30/2024 G 1,409,006.25 0.00

v FIscal Year sudget Intformation

1 Result(s)

v Detailed FY Budgets

Add Budget Line Download Budget Upload Budget
Filledin g in To be allocated
Per @ Percent \mount 50.00%
Sub-Budget Item Category Sub Item Category Budget Line ltem Additional Information Expected Delivery Date: Invoiceable? Qg Unit Price Budgeted A

rd Other Void Line .00 1,40%,006.25

4 Consultants Curriculum 1,000,000.0 1.00 1,00
‘ Consultants

& Deliverable Lesson Plans 409,006.25 1.00 40
3 Result(s)

1,409,006.25

Total Budgeted Amount)

o
3. Look out for this validation message. It confirms successful budget submissions.
v Data has been saved
© Validated successfully
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5. How to Finalize an Agency-Created Budget
(Agency Creates the Budget and the Vendor Finalizes It)

Submit a POCR to finalize an agency-created budget.

5.1 Find the Purchase Order
1. Click Financials on the top navigation menu and select Browse Contract Budgets from the
drop-down.

2. In the Keywords text field, enter the Purchase Order ID (PO ID). If you do not know the PO ID,
you may enter other search options such as the Contract ID.

3. In the Status field, remove the In Progress and Registered filter, so that only Active displays.

. Click the Search button. Results matching your criteria will appear in a table below the search
fields.

5. In the search results, click the pencil icon or the PO ID link to open the Purchase Order (PO).

PASSPortCentral ~

Browse Contract Budgets .
< 9 Browse Contract Budgets Search ¥
Browse Invoices
Create Invoice
M keyworss Status FMs Contract Type Browse Reconciliation Requests Contract
' PO072780 .'A(hvc Q- . General Contract (CT1) Task Order (CTA1) o- - Reset

Filters Keywords: PO072780 Status: Active PO Type: CT1 CTAL CTR POCR FMS Contract Type: General Contract (CT1) Task Order (CTA1)

D PO Initiator Status Budgeted Amount Received Invoiced(Gross) Contract

PO072780 Test Admin Active 1,030.00 (] PT5.1 Data Staging

5.2 Create the Purchase Order Change Request (POCR)

Since your contracting agency has already created and approved an initial budget for you, a POCR
needs to be created to finalize the budget.

1. Click the Create PO Change Request button at the top of the page.

PASSPortCentral ~ Profile  Tasks RFx Contracts Ordering Catalogs  Financials

u
< 9 ¥ PO: PO072780 - PT 5.1 Data Staging - [Active) G Search E T3

Create a Invoice Deduction ate Invoice Create PO Change Request
i Overview

% Indirect Rate
> Alert

B Receipts

$  Invoices v Header

[ Changelog Fiscal Year

@ Budget 2024 - City of New York (Legal)
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The Select Purchase Change Request Type page will display.

Note: If the Create PO Change Request button does not display, it may be due to:

e You might not have a required user role. See Before We Begin of this guide for details.

e The contracting agency might not have (or not yet) enabled vendor-submitted budgets.

e A Purchase Order Change Request (POCR) may already in progress.
Previously initiated POCRs can be found by clicking on Change Log on the left-side
navigation. Submit any pending POCRs or send your contract agency a request to cancel.

2. Click the Select the PO Change Request Type drop-down and select the option:
Budget Change Only.

3. In the Change Request Reason text field, enter a reason for the change request. In this example,
we’re looking to create a budget and entered “Create Budget”.

4. Click the Submit button at the top of the page.

PASSPortCentral ~ Profile Tasks RFx Contracts  Ordering Catalogs Financials Performance  Support

{ 9 % Select Purchase Change Request Type °

Fiscal year

2024 - City of New York (Legal)

I Budget Change Only Q- I a
Change Request Reason*
l Create Budget I e

Created PO Change Request

5. When the POCR is created, in the Created PO Change Request text field, hyperlinked text will
display. Click the hyperlink. The Purchase Order (PO) will display.

PASSPortCentral ~ Profile  Tasks RFx  Contracts Ordering  Catalogs  Financials
{ 9 Select Purchase Change Request Type
Fiscal year

2024 - City of New York (Legal)
Select the PO Change Request Type*
| -

Change Request Reason®

Created PO Change Request

l PT 5.1 Data Staging I 6
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5.3. Upload Required Documentation

Refer to your contracting agency’s fiscal guidance if backup documentation is required.

If supporting documentation is required: In the Overview tab of the Purchase Order, click the Manage
Documents button to upload required documents. Follow the prompts. The file size limit is 300MB.

PO: PO073905 - PT 5.1 Data Staging -

Overview

Indirect Rate

Changelog

Change Request

Budget

Vendor File(s)

Manage Documents

Contract Period
7/1/2023

Budget Period

to

to

6/30/2024

~ (In Progress)

=3 T

5.4. Review the Budget Information

1. Click the Budget tab of the PO. The budget displays.

2. Note the FY Budgeted Amount in the Fiscal Year Budget Information section. The full amount must
be allocated when filling out the budget.

3. Scroll down to the Detailed FY Budgets section. This is where you will complete the budget.
Note: The existing budget lines were created by your contracting agency. In this example, the Agency
already created two pre-existing budget lines for Accounting Costs.

PO: PO073905 - PT 5.1 Data Staging - (In Progress) b

oo T oo | o |

i Overview

% Indirect Rate ~ Fiscal Year Budget Information

FY Start Date
7/1/2023

1 Result(s)

FY End Date

6/30/202J

FY Budgeted Amount Invoiced Amount

1,030.00

Remaining Amount

0.00

~ Detailed FY Budgets

Add Budget Line Download Budget
Filled in*
@ Percentage | Amount 0.00%

Sub-Budget

N Accounting
4 \ Costs

> Accounting
& \ Costs

Item Category

Upload Budget

To be allocated

Sub Item Category

Budget Line Item

Additional Information Expected Delivery Date: Invoiceable? Quantity

103

1.03

Unit Price

Budgeted Amount
500.00 515.00

500.00 515.00

Mayor's Office of
Contract Services
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5.5. Void Pre-Existing Budget Lines

Before adding new lines to your budget, you will typically need to void any budget lines created by
your contracting agency. Voiding a budget line simply means noting in the budget line that it is no
longer needed, so that the agency can ignore or delete it when approving the budget.

Do Void Budget Lines:

o When the pre-existing budget line(s) has a Unit Price greater than “1”.

Do NOT Void Budget Lines:

o If a pre-existing budget line has a Unit Price equal to "1". Edit the line item fields instead.
o For Budget Lines with an Item Category “Allowance” or “Unallocated”. Refer to the contracting
agency guidance on how to proceed instead.

How to Void Budget Lines:

1. Go to the Detailed FY Budgets section and click the pencil icon.

PO: PO073905 - PT 5.1 Data Staging - /In Progress)

Coon [ ommicon [ oo

i Overview

Indirect Rate

Add Budget Line Download Budget Upload Budget
Changelog
Filled in* To be allocated
Change Request ® Percentage Amount 0.00%
Budget
Sub-Budget Item Category Sub Item Category Budget Line ltem Additional Information Expected Delivery Date: Invoiceable?

" Accounting
G 4 Costs test

2. Check if the Unit Price is greater than “1”, which is the case in this example (it displays
500), continue the steps to void the line. If the Unit Price shows “1”, however, there’s no need to
void the line. Instead, simply edit the line item fields as needed.

Add Budget Line
=3

v Alert

v Budget Line Information ~ Budget Financials Section

Sub-Budget Edit By*

Amount Quantity
Item Category* Quantity @*
Accounting Costs Q- 1.03
Sub Item Category Unit Price a
500.00 /

Budget Line ltem* Budgeted Amount
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3. In the Add Budget Line window, click the Item Category field drop-down. The menu will expand.

4. Click the See All hyperlink. A separate Item Category (Budgets) window will display.

Add Budget Line

T

v Alert

v Budget Line Information

Sub-Budget

v Budget Financials Section

Edit By*

e Amount Quantity
egory” Quantity @*

Item Cat
|Accounting Costs 1.03
Type at least 3 character(s) to start searching... Unit Price
( | 500.00
See All
ey e — Budgeted Amount

5. Click the checkbox to select Other from the Item Category list.
Tip: You can also type in the first few letters of the category “Other” to quickly locate it.

6. Click the Close button.

Item Category (Budgets)

Keywords

Please select from the options below:

Operations and Support
Operations and Support: Client Stipend

Operations and Support: Client Transportation
Operations and Support: Equipment

Operations and Support: Incentive Payments/Bonus

Other
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7. Inthe Budget Line Item text field, type: “Void Line”.

8. Click the radio button to select Quantity. Do not select Amount.

9. Enter “0” in the Quantity field.

10.Click the Save and Close button.

Add Budget Line

10

e |

v Alert
v Budget Line Information v Budget Financials Secﬁaml
Sub-Budget Edit By*
Amount ® Quantity
Item Category* Quantity @*
Other [ 0.00 °
Sub Item Category Unit Price
500.00
Budget Line Item* Budgeted Amount
Void Line 6 0.00

The budget line will update and display as “Void Line”, indicating to the contracting agency that you

want this line deleted.

v Detailed FY Budgets

Add Budget Line Download Budget Upload Budget

Filled in* To be allocated
® Percentage Amount 50.00%
Sub-Budget ltem Category Sub Item Category Budget Line ltem
& Other Void Line

Additional Information

Repeat steps, as needed.
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5.6. Add Budget Lines
Now it’s time to complete the budget by adding new budget lines.
Add budget lines manually or by bulk upload:

A. Add Budget Line: Add lines manually, one by one.

B. Download Budget Template and Upload Budget: Ideal for bulk entries when creating a new
budget. Download the budget template, complete it offline in Excel, and then upload the finalized
version to PASSPort.

v Detailed FY Budgets

Add Budget Line Download Budget Upload Budget
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A. Add Budget Line
1. Click the Add Budget Line button.

v G« FY Budgets

Add Budget Line Duplicate Lines from Previous FY PO Download Budget Upload Budget
Lillad in® A AL d

¢ codll

2. The Add Budget Line windows is where you enter the budget details:

Item Category Select the appropriate category to define the deliverable of the budget line.
Note: If a category is not listed in the drop-down, select Other instead. For
Human Client Service contracts, selecting the correct item category is crucial
because the indirect rate calculation is driven by the information entered in the
item category.

Sub Item Category | While this is an optional field, some agencies require that you complete this
field. Refer to agency guidance.

Budget Line Item | Provides further detail to the deliverable. Type in a label.

Quantity The amount budgeted towards the goods or services described by the line.

Unit Price Should always be “1”, unless it is a rate-based line such as wages.
Note: Once you enter the unit price and submit, it cannot be edited.

Important:

e The Unit Price should always be “1” unless it's an hourly rate.

e When budgeting wages, enter the projected number of hours to be performed in the Quantity
field and enter the hourly wage in the Unit Price field. For salaried full-time employees, in
contrast, enter in the full dollar amount in the Quantity field and enter “1” in the Unit Price field.

e The Item Value field should always be left blank.

e The checkbox next to Invoiceable? is not editable. That’'s because the agency will have the final
say on which lines will be marked invoiceable after you submit the budget.

3. Click the Save and Close button.

Add Budget Line

v Budget Line Information ? v Budget Financials Section

Sub-Budget Quantity ®@*

Item Category” Unit Price*

Sub Item Category
Budget Line Item*
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B. Download Budget Template and Upload Budget

1. Click the Download Budget button.

Add Budget Line Duplicate Lines from Previous FY PO Download Budget Upload Budget

Eillgd in® Amaunt ctill

v Detailed FY Budgets

A template will download to your computer. Make sure there are no pop-up blockers set up in your web

browser.

b Budget_Lines_Bulk_Import.x!
12.3 KB = Done

O &

2. Open the Excel file and enter budget line information according to the column labels.
Columns marked in red indicate required fields. Save the file to your computer.

AutoSave (@ off) LoRd Budget_Lines_Bulk_Import % £ search
Flle ~ Home Insert  Pagelayout  Formuls  Data  Review  View Developer  Help  Acrobat
c = _ =" AutoSum
f’E‘lA(ut Calib N AN E=E] P | BwepTet General = % Fj &= =X = E utosum 9? p 3 ES
@ Copy [TIFil ~
Paste === === Conditional Formatas Cell | Insert Delete Format Sort& Find& | Analyze Add-ins
B I U G A =E== 3= | [ Merge & Cent . 9 3 o8 Iyz
v < Format Painter =5 s==1== = $-% 9 2 | Formattingv Tablev Styles . © Clear~ Filter Select~ | Data
Clipboard Font Alignment B Numb: Styles Cells Editing Analysis | Sensitivty | Add-ins
Da7 = L
C D / E F / H | | / K / |
sub-Budget Item Category Sub Item Category Budget Line Item Expected Delivery Date _ Additional Information Quantity Unit Price Budgeted Amount

Diem, Verena (MOCS) éj

Create PDF  Create PDF and
and Share link Share via Outlook

Adobe Acrobat

item Value

= -

| &= commen:

&

Delete?

w

Upload the spreadsheet in PASSPort:
a. Click the Upload Budget button.

v Detailed FY Budgets

Download Budget ' Upload Budget

Add Budget Line Duplicate Lines from Previous FY PO

Avniint esill

Cillad in®

b. Click the Click or Drag to add a file button to add the budget template file and follow the

prompts.
c. Click the Upload button.
Upload Budget Lines @ B OX
=
Note: Please up!o@‘Budget_Lfnes_Buik_ Import' template, which is provided by clicking the ‘Download Budget’ button on the PO's ‘Detailed FY Budget' frame.
® & Click or Drag to add a file i

To add individual budget lines, refer to the instructions listed in A. Add Budget Line.
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Tip: Keep an eye on the To be allocated field—it shows the remaining budget you still need to
allocate. You can also click the gear icon to download the table’s contents for your records.

Grid settings
v~ Detailed FY Budgets

Freeze grid header
Filled in To be allocated Grid page size :

. 50.00%

Grid column settings

Sub-Budget Item Category Sub Item Category Budget Line ltem Additional Information Expected Delivery Date: Invoicea 10 Bud
_col

Gther Void Line _coll
Accounting : .
Costs 1 Grid Actions
2 Result(s) Download table "Total budget
frame on budget tab" in Excel

format

Reset to default parameters

-3

5.7. Check Approvals

For POCRs, in the Detailed FY Budget section, the Check Approvals button displays.
You can use it to check if your intended budget changes qualify for auto-approval.
v Detailed FY Budget

Check Approvals

llled in

Amount still unallocated: $0.00

Percentage . Amount

To expedite the approval process, new budget lines valued at less than 10% of the total fiscal year
budget are typically auto approved, meaning they do not require manual approval by your contracting
agency. Changes exceeding 10% require manual review and approval by the agency.

Click the Check Approvals button to view whether the changes qualify for auto-approval:

e Yes. This means your changes do qualify for auto approval. The changes do not exceed the
agency’s auto-approval threshold and will be auto approved in PASSPort, meaning manual
approval by your contracting agency is not required. Note: If the initial POCR doesn’t use the full
threshold amount, the remaining balance can be applied to another budget-only POCR.

e No. This means your changes do not qualify for auto approval. The changes exceed the
agency’s auto-approval threshold which means that manual budget approval is required by the

contracting agency.

Example:

Fiscal Year Budget Information

Check Approvals

FY Start Date m
07/01/2¢
o - Will this POCR be auto-approved? Net Change Amount (0
el Yes 0.00
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5.8. Submit the Budget

1. Take a moment to ensure that the Total Budgeted Amount is the same as the FY Budgeted
Amount.

2. Click the Submit to Agency button at the top of the page.

= 0

v FIscal Year Budget Intormation

FY Start Date FY End Date FY Budgeted Amount Invoiced Amount Remainin

7/1/2023 6/30/2024 G 1.409,006.25 0.00

1 Result(s)

v~ Detailed FY Budgets

Add Budget Line Download Budget Upload Budget
Filledin g in To be allocated
Per
. 50.00%
Sub-Budget Item Category Sub Item Category Budget Line ltem Additional Information Expected Delivery Date: Invoiceable? Unit Price Budgeted A
ra Other Void Line 0.00 1,409,006.25
P Consultants Curriculum 1,000,000 1.00 1,00
‘ Consultants
ra Deliverable Lesson Plans 409,006.25 1.00 40
3 Result(s)

1,409,006.25

Total Budgeted Amounf

3. Look out for this validation message. It confirms successful budget submissions.

v Data has been saved
© Validated successfully

If the agency approves your budget, the POCR status will change to Registered and the underlying
Active PO will be updated with your changes.

Note: Take note of your Active Purchase Order’s PO ID. Both Purchase Orders and Purchase Order
Change Requests use PO IDs as their unique identifiers. However, invoices can only be made against
Active status Purchase Orders.
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6. Next Steps

e While the agency is reviewing your budget, you will not be able to make any additional changes.

e The agency might return the budget back to you for additional edits at which point you can
resubmit with revisions. You will receive an email notification if the budget was returned for revision.

e Once the budget is approved by the contracting agency, the contract is registered and the PO is
Active, and work has begun, you can start to submit invoices!

7. Best Practices

e Before Doing Any Work in PASSPort: Carefully review your contracting agency’s fiscal guidance
on your Agency'’s preferences regarding setting up your budget. Make sure your colleagues working
on budgets have access to your organization’s PASSPort account and are assigned the necessary
user role(s) to do the work.

e Gather Required Documentation: Review your Agency's fiscal guidance for documentation
requirements. Upload required documents before proceeding to budget entry as this step is easily
missed.

e Offline PO ID Tracking: Record your PASSPort Purchase Order IDs outside of PASSPort — this
will help you quickly locate your POs when making future budget modifications. Click the gear icon
(located at the bottom-right corner of the Budget tab > Detailed FY Budgets section) to easily
download budget details from PASSPort.
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