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Course Agenda
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Here is the agenda for today’s session.

Lesson Covered Topics / Processes 

Approval Form
• Viewing the Approval form
• Checking Impact on Budget – Decision Package
• Decision Package review by Request Type

Decision Package 
Review • Review the Summary

• Approving/Rejecting the Request

Delivery Type: 
ILT

Prerequisites: 
BUDEXP100
DRP100

Duration
1 hour 50 minutes

SME Reviewers 
Rohit Baxi (Deloitte)
Glenn Roth (Deloitte)
Nicole Terrell (UCOP) 
Dave Baltaxe (UCOP) 
Craig Kitaoka (UCOP)  
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• Explain the key changes in the Decision Package Approval process

• Understand the 4 new Priority categories and their function

• List the components of the Decision Package Approval module in PBS

• Set up Point of View for the Decision Package Approval module in PBS

• Manage approval/rejections or edits of the Decision Package Requests

• Study the impact of Decision Package Requests on Budget

• Plan Fund and Account Allocations for Decision Package Requests

• Review the summary of all Decision Package Requests

Course Objectives

3

Upon completing this course, you will be able to:
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Key Terms
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Here are some of the key terms you will come across in this course.

Decision Package 
Request (DP Request) A Request raised by Decision Package Requestor for approval process .

Request Type The type of request that has been submitted by requestor for approval.

Priority Priority of the request that needs to be approved and reviewed.

Allocation Refers to the process of the funding sources and uses by account for each of the decision 
package request.
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Decision Package Approval Roles
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Let us meet the roles involved in the Decision Package Approval process in PBS.

John Doe
Reviewer

Responsibilities:

• Manage approval of budget for new Decision Package Requests

• Manage allocation for the Budget requested for Decision Package request

• Manage approval of request made by the Decision Package requestor

User will now be able to use PBS to:

• Review the Request made by the Decision Package Requestor

• Approve/Reject the Decision Package request

• Allocate the Budget Requested across different funds and Accounts
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Components of Decision Package Approval Module in PBS
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The Decision Package Approval module in PBS consists of two components.

1. Approval Form
a) Viewing the Approval Form
b) Checking the Impact on Budget
c) Review Decision Package by Request Type

2. Decision Package Review
a) Decision Package summary
b) Approving/Rejecting the request
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Components of Decision Package Approval Module in PBS
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The following table lists the key points about each component of the Decision Package Approval module.
Components Key Points

• POV Setup Reviewers choose dimensions to create their Point of View (POV) while conducting reviewing activities.

• Unit  
Assignment

Reviewers will begin in the Unit they are assigned to, but can be assigned  to the unit that will be 
reviewing for.

• Request 
Review

For existing requests, reviewers will review the total Budget requested for the request and their 
allocation across different combination of fund and accounts by the requestor. If needed, reviewer can 
also change the allocation.

• Budget Impact Reviewers can check the impacted budget after taken into consideration the Budget for the request.

• Request 
Reviewing by 
Request Type

Reviewers can also review the requests by request types which was selected by the requestors while 
raising the request.

• Final Decision 
Package 
Summary

Reviewers will review the final summary of the complete Decision Package. 

• Approve/Rejec
t the request

Reviewer will then accept/reject the request through approval hierarchy and then changes will be 
reflected for requestor.
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Approval Form

Duration: 50 minutes

Lesson:

8

21
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Lesson Objectives
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Upon completing this lesson, you will be able to:

• Review the Request made by the Decision Package Requestor

• Allocate the Budget Requested across different funds and Accounts

• Review the Impact of Decision Package Request on Budget

• Review the Decision Package by Request Type 
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Decision Package Approver

Decision Package Approver – The Decision Package Approver task provides the ability to approve or reject submitted Decision 
Package Requesters for various Units.

Navigation:

1. Access Tasks tile from the home screen. The Tasks List page will be displayed.

2. Expand the Decision Package Approver task

1

2

10
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Navigation:  Approval Form

1. Select the Approval Form task

2. View the submitted request by unit on the Approval Form

1

2

11

Decision Package Approver
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Navigation:  Approval Form

1. On the Approval Form, locate the Approval Status field.

2. Choose an entry from the Approval Status field to approve or reject the request

Note - Once the request has been

approved, the approved 

budget will be accumulated 

with the base budget.
1

2
12

Decision Package Approver
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Navigation:  Approval Form

1. Right click on the request and select Decision Package Edit from Action Menu.

1

13

Decision Package Approver
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Navigation:  Approval Form

1. Edit the data against different intersection of fund and account.

2. Click on Save to save the data.

1

14

Note: If the 
allocated 
amount is 
not equal 

to the 
Budget 

Required it 
will 

highlight it 
in Red.

Decision Package Approver
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Budget Impact – Decision Package– The Decision Package Approver task provides the ability to view the budget impact of the 
approved request. 

Navigation:

1. Access Tasks tile from the home screen. The Tasks List page will be displayed.

2. Expand the Decision Package Approver task and select Budget Impact – Decision Package

1

2

15

Decision Package Approver
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Navigation:  Budget Impact – Decision Package

1. Review the Budget Impact – Decision Package form to view for the base budget, additional approved budget request, 
and the accumulated budget. 

1

16

Decision Package Approver
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Navigation:  Budget Impact – Decision Package

1. To view the budget impact, search or enter the unit from the Budget Impact - Decision Package form.

1

17

Decision Package Approver
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Navigation:  Budget Impact – Decision Package

1. After selecting the unit, search or enter the fund from the Budget Impact - Decision Package form to view the unit & fund 
budget impact. 

2.  Click Ok

1

2

18

Decision Package Approver
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Navigation:  Budget Impact – Decision Package

1. After reviewing the Budget Impact – Decision Package form select close or next to proceed to the next step.

1

19

Decision Package Approver
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Decision Package Review by Request Type:

Navigation: This task is to approve request.  Request can not be modified once approved.

1.  Access Tasks tile from the home screen. The Tasks List page will be displayed.

2. In the task list select Decision Package Approver to expand the task.

3. Select the Decision Package Review by Request Type task to began the reviewal process.

1

3

2

20

Decision Package Approver
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Navigation:  Decision Package Review by Request Type

1. To view the budget impact by unit, search or enter the unit from the Decision Package Review by Request Type form.

1

21

Decision Package Approver
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Demonstration
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Let us see a live PBS demonstration!

Duration: 10 minutes

Description: This demonstration shows how to review the 
Decision Package request and Change Allocation for the Budget 
Requested.

Demo

Review and Allocate in Decision Package Approval 
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Let us Practice!
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Let us practice how to review and allocate DP Request in PBS.

Review for Decision Package Request

Duration: 15 minutes

Complete the following exercise in the training environment:
As a Decision Package Reviewer, user wants to review a 
Decision Package request raised by a requestor and change 
allocation the required budget across minimum two different 
funds.

Refer to your Exercise Guide for instructions and data.

• Apply the steps to search and review results.

• Apply the steps to access online help.
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Key Takeaways
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With the introduction of PBS, all Decision Package Request should be approved and allocated by reviewer 
to have the changes reflect for requestor.1

Reviewers will have visibility to change allocation for a specific combination as allocated by the requestor.2

Reviewers can review Decision Package by Request type also.3

Let us wrap-up by discussing the key messages from this lesson.
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Decision Package Review

Duration: 35 minutes

Lesson:

25

21
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Lesson Objectives
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Upon completing this lesson, you will be able to:

• Review the Summary of the Decision Package

• Approve/Reject the Decision Package request
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Decision Package Review Summary:

Navigation: This task is to approve request.  Request can not be modified once approved.

1.  Access Tasks tile from the home screen. The Tasks List page will be displayed.

2. In the task list select Decision Package Approver to expand the task.

3. Select the Decision Package Review Summary task to view summary details.

1

3

2

27

Decision Package Approver
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Decision Package Summary:

Review the Decision Package Summary form to see details related to additional budget request.  This form is read only.

28

Decision Package Approver
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Approve Request:

Navigation: This task is to approve request.  Request can not be modified once approved.

1.  Access Tasks tile from the home screen. The Tasks List page will be displayed.

2. In the task list select Decision Package Approver to expand the task.

3. Select the Approve Request task to began the approval process.

1
2

3

29

Decision Package Approver
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Navigation: Approve Request:

1. To approve a request, select the Unit for which the request needs to be approved.

2. Change the status of the request by selecting appropriate action and ownership. 

3. Once the status has been changed select Done.

1

2

3

30

Decision Package Approver
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Demonstration
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Let us see a live PBS demonstration!

Duration: 10 minutes

Description: This demonstration shows how to review the 
summary of the Decision Package and approve/request the 
request.

Demo

Review and Approve/Reject a Decision Package Request 
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Let us Practice!
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Let us practice how to approve/reject a DP Request in PBS.

Review for Decision Package summary and approval/rejection of request

Duration: 15 minutes

Complete the following exercise in the training environment:
As a Decision Package Reviewer, user wants to review a 
Decision Package summary and then approve/reject the 
request

Refer to your Exercise Guide for instructions and data.

• Apply the steps to search and review results.

• Apply the steps to access online help.
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Key Takeaways
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With the introduction of PBS, user can review the summary of Decision Package.1

Reviewers can approve/reject the Decision Package Request.2

Let us wrap-up by discussing the key messages from this lesson.
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With the introduction of PBS, reviewers have the ability to review Decision Package Requests.

The Decision Package Approval module allows reviewers to approve/reject the requests.

The Decision Package Approval module allows reviewers to allocate budget across different funds 
and accounts.

Course Key Messages

34

Let us wrap-up by discussing the key messages from this course.

1

2

3
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Any Questions?
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Do you have any questions?

Q A

Contact Us: In case of questions, please reach out to Nicole
Terrell, Nicole.Terrell@ucop.edu

Reference Materials: All learning materials for this course are 
stored at https://www.ucop.edu/fsr

mailto:Nicole.Terrell@ucop.edu
https://www.ucop.edu/fsr
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Thank you!

36
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