
How do I manage 
the student employment 

budget? 



Navigate to Budget Dashboard 



Access to Budget Dashboard 

If you see this screen, it means you do not currently have access to the Budget Dashboard for your department's Cost 
Center(s). 

Next steps:
● Ask your supervisor to submit the Budget Dashboard Access Request Form. 
● Access is granted only to the Cost Center(s) assigned to you. 
● Once access has been processed, you will be able to view your department's budget information.

https://docs.google.com/forms/d/e/1FAIpQLSdkGtsm5DkyKmoY9R2rXdHo1UdT2Y6JmZbrQKCCjGYYIz8hlw/viewform


Select Fiscal Year



Select Account 



Select Cost Center

● You will only see the Cost Centers that you have been granted access to.
● After selecting the Fiscal Year, Account, and Cost Center, wait for the budget information to load. 



Review Budget

● Important: Actual Earnings are typically about two weeks behind because Payroll must review and approve 
timesheets before they are finalized. 

● A budget amount shown in parentheses ( ) means the Cost Center is overspending by that amount. 

Cost Center 1

Cost Center 1

The total budget currently allocated to the selected Cost Center. 

The total amount paid to student employees from this Cost Center 
based on finalized and approved timesheets during the selected 
budget period. 

The remaining budget available after Actual Earnings have 
been deducted from the Current Budget. 



Projected Budget Numbers

Tip: Which budget numbers should I use?

For day-to-day budget management, use Actual Earnings and Actual Remaining Budget Balance to 
monitor spending that has already been processed.

Use the Projected values to estimate future spending and identify potential budget shortfalls before 
payroll is finalized. 

Original Projected Earnings
An estimate of the maximum amount current hires could earn if they work their maximum approved hours during the budget 
period. 

Current Projected Earnings 
An estimate of total spending that includes finalized payroll and pending (not yet finalized) timesheets. 

Projected Remaining Budget Balance 
The estimated budget remaining after Projected Earnings are deducted from the Current Budget. 



Review Budget Spending Details 

Cost Center 1

Click here to see spending by jobCost Center 1

Click here to switch between accounts



Review Budget Spending Details (by job) 

Cost Center 1

Job Title 1

Job Title 2

Job Title 3

● This page includes all job titles from previous and current years. To view the jobs that are currently active, scroll to 
the bottom of the page. There you will find your current positions and their spending details for the selected fiscal 
year. 

Click here to download the excel file

Click here to see spending by employees



Review Budget Spending Details (by employee) 

Cost Center 1/ Job Title 1

Employee Name 1

Employee Name 2

Click here to download the excel file

Employee Name 3


