
FY 2027 
Budget Cycle

Budget Prep 
System Training



NEW FY IMPORTANT DATES AND DEADLINES

CURRENT LEGISLATIVE OUTLOOK AND DEPARTMENTAL FRINGE IMPACTS

NEW FY SALARY POLICY

HR TRANSACTION PROCESSING

BUDGET PREP SYSTEM TRAINING – NEW PROCESSES
• PRE-PREP CHECKLIST, PLANNING, ENTERING, FINAL PREP CHECKLIST

MORE BUDGET TIPS

ANALYST DIVISION CONTACTS

Agenda



 

Important Budget Prep Dates and Deadlines

May 4th
- Budgets released for data entry
- Targets distributed to Dean/VPs
- Budget guidelines to Orgn 
Managers

May 25th
Memorial  Holiday

May 22th
- FY27 HR transactions are due to HR level 
through PASS

•Reclassifications
•New position
•Salary Reviews

May 28th
- Budgets are due to the Budget Office 
- Budget Prep will close at 5 pm (CT)
- Each Division may have earlier deadlines



Legislative 
Outlook



L e g i s l a t i v e  O u t l o o k

 Second year of the biennium.
 No new funding for FY27.

 TRS Contributions
 Employer and Employee remain the same at 8.25% for FY27.



F r i n g e  B e n e f i t  U p d a t e

Changes to departmental fringe responsibilities on 
local funds:
• Insurance rate estimate is an increase of 8%.
• Fringe rates have decrease by .10% based on current estimates.

• The Retiree Insurance rate decreased from 2.00 % to 1.90%.
• The Lump Sum Vacation pool rate remained at .90%.
• The Workers Compensation/Unemployment Compensation rate 

remained at .20%.
• The Optional Retirement Program rate remained at 6.8%.



FY27 Salary Policy
Effective 9/1/2026



 No mandatory performance-based salary increase.
 A funding-dependent and optional 2% pool for a percentage-based salary 

increase or a One-Time Merit Payment is approved for all team members 
effective 09/01/2026.

 This policy allows for an increase to base salary or a one-time merit payment 
with a 5% maximum awarded to any individual qualifying employee.

 Faculty are not included in this policy. Deans establish the salary policy for 
faculty. Faculty are allowed a one-time merit payment.

 The selection of individuals and the amount of merit increase shall not be made based on a 
team member’s race, color, religion, sex, national origin, age, disability, or status as a 
protected veteran. The incentive should be allocated based on performance. 

FY27 One-Time Merit or Base Salary Merit Increase



Guidelines must be followed regardless of payment distribution.
 May award more than 2% for a high performing team member 

and less than 2% for a low performing team member.
 Award may not exceed 5% for any individual employee.
 Determination of award amount is based on the supervisor’s 

knowledge of the team member’s overall job performance and 
values-based behaviors.  It is the supervisor’s responsibility to 
identify those not eligible for the merit.

 Division total award should not exceed the 2% pool.

FY27 – Awarding the Merit  



Team members employed on or before March 1, 2026, in a 
benefits-eligible position. 

▷ The position must be at least .5 FTE for six (6) months or 
longer. 

Team members must have at least one Annual 
Performance Review completed and submitted in the 
system between September 1, 2025 and August 31, 2026. 

FY27 – Merit Eligibility



 Team members who receive salary adjustments, reclassifications, 
promotions, or job changes after March 1, 2026.

 Team members who do NOT complete an Annual Performance Review for 
FY26 by August 31, 2026.

 Team members with Corrective Actions issued between September 1, 2025 
and September 1, 2026.

 Team members who have other performance or conduct concerns, as 
determined by their supervisor

 Supplemental positions like secondary and overload positions are not included

FY27 – Merit Ineligibility



FY27 – One-Time Merit/Base Salary Merit Increase

POOL

Departments will be 
designated a 2% of eligible  
salaries for the merit pool.

This pool has been 
calculated and reflected on 

the Merit Report.

FUNDING

Educational and General 
Funds
•Must be within targets provided 

to the Deans and Vice Presidents.

Other Funding Sources
• Must be within revenue budget 

in the FY2027 Operating Budget.



One comprehensive report located in Budget Prep Step 2-5 folders

068_SPLAN – Merit Report (Chart H Only)

FY27 – Merit Report

 By Supervisor
 All staff team members listed
 Eligibility indicator

 2% Pool Contribution 
 Merit Awarded
 Remaining Pool Balance

NOTE:
Employees ineligible due to performance is based on supervisor knowledge.  These 
employees will reflect as eligible on the report.



Located in Budget Prep Step 3-5 folders

157_SPLAN – Merit > 5%
Report lists team members with merit award greater than 5% in Salary 

Planner.
For FY2027, the one-time merit payment or a merit increase to base salary 

may not exceed 5% for any individual employee.  

FY27 – Merit Report Max of 5%



Located in Budget Prep Step 3-5 folders

069_SPLAN – Merit OMP Report (Chart H Only)
Report lists all who are eligible for a one-time merit payment who did not receive 

a merit increase to base salary in Salary Planner. 
Report will also include the department/division pool still available to be awarded. 
The report will need to be completed by each department and consolidated by 

your Budget Prep Division head. Budget Office will require 1 report from 
each Division as part of locking Budget Prep.

Report must be sent to hscbud@ttuhsc.edu 

FY27 – Merit OMP Report (Staff Only)

Run  this report after you have 
entered merits in Salary Planner

mailto:hscbud@ttuhsc.edu


Work Preformed 
From: 09/01/2026 
Work Performed 
To: 10/15/2026

Submit EOPS with 
an earn code of 

OMP

Detailed Explanation 
of Payment: Budget 

Prep FY27 Salary 
Policy One Time 

Payment.

FY27 – Merit OMP Process for Staff and Faculty

 Departments can start submitting EOPS in August through October 1st. 
 Deadline to submit is Oct 1st.
 SM will be paid on Oct 25th and MN will be paid Nov 1st

 Budget for the FY27 payment must be in 6008 for the OMP EOPs
▷ Program code must follow normal PClass protocol.

 Staff OMP will be verified against Merit OMP Report submitted by Budget Prep Division 
Head.



FY2027– Local HR Contact
• Devona Smith (806) 414 - 9950 Devona.Smith@ttuhsc.edu
• Samantha Normand (325) 696 - 0406 snormand@ttuhsc.edu

Abilene/Dallas

• Devona Smith (806) 414 - 9950 Devona.Smith@ttuhsc.edu
• Kristen Hammonds (806) 414 - 9950 Kristen.Hammonds@ttuhsc.edu

Amarillo

• Kelly McGinnis (806) 743 - 4210 Kelly.McGinnis@ttuhsc.edu
Lubbock 

• Sandra Garza (806) 743 - 3553 Sandra.Garza@ttuhsc.edu 
• Donna Bottema (806) 743 - 9570 Donna.Bottema@ttuhsc.edu

Strategic Initiatives

• Devona Smith (806) 414 - 9950 Devona.Smith@ttuhsc.edu
• Jeanie Cloud (432) 703 - 5150 Jeannie.Cloud@ttuhsc.edu

Permian Basin

mailto:Devona.Smith@ttuhsc.edu
mailto:snormand@ttuhsc.edu
mailto:Devona.Smith@ttuhsc.edu
mailto:Kristen.Hammonds@ttuhsc.edu
mailto:Kelly.McGinnis@ttuhsc.edu
mailto:Sandra.Garza@ttuhsc.edu
mailto:Donna.Bottema@ttuhsc.edu
mailto:Devona.Smith@ttuhsc.edu
mailto:Jeannie.Cloud@ttuhsc.edu


ONE-TIME MERIT 
OR MERIT BASE 

SALARY INCREASE 
QUESTIONS?



H R  T r a n s a c t i o n s

Faculty Promotions/ Increases

Enter salary increase into Salary 
Planner in the equity column

HR will update title changes

New Positions

Submit request in PASS

Budget funds in 6006 in Budget 
Development and add a comment



H R  T r a n s a c t i o n s

Staff Equity Adjustments and Reclassifications

• Enter salary adjustment in the equity column and include comments in 
Salary Planner

• Submit PASS transactions
• Titles will update when action is approved by the Budget Office
• Amounts entered and not supported by a PASS transaction will be 

removed or adjusted to the amount on the PASS transaction
• Please do not try to create or submit a PASS transaction on the weekend



H R  T r a n s a c t i o n s
Staff Equity Adjustments and Reclassifications

• Departments are able to award a merit along with a Salary Review or a 
Reclassification effective 09/01/2026

• Full amount on transaction must include merit and match the Proposed 
Amount in Salary Planner

• These transactions should include in the “Justification For Request” a 
breakdown of the Salary Review or Reclass amount and the merit amount. 

 Example: Current Salary $50,000 +$2,300 Equity + $1,400 Merit = $53,700

• If amounts are not specified on the PASS transaction, the Budget Office         
will remove merit and enter the entire amount as equity.



H R  T r a n s a c t i o n s



H R  T r a n s a c t i o n s

HR Actions MUST be in the 
HR approval queue by the 
deadline ~ Friday, 5/22

• Departments 
(Originators) are 
responsible for 
ensuring these actions 
make it to HR approval 
level.

• HR will process the 
action to the Budget 
Office level after the 
HR deadline.

Any PASS transactions that do 
not get submitted by the HR 
deadline for FY27 will need to 
wait to be submitted.

•May 23th – Too Late!  Do Not 
submit FY27 Transactions.  
The PASS system reads 
current information which 
will not include updated 
information from Salary 
Planner.  You must wait until 
September to start FY27 
actions.

•Missing the deadline means 
you must wait to START the 
new FY transaction until 9/1 

Please do not try to START ANY 
FY27 actions after the budgets 
are locked until 9/1

• This is to avoid 
additional work of 
returning, 
restarting, or 
delaying 
transactions.



 

PASS Submission Dates and Deadlines
May 4th
- You can START new FY 
Transactions
- HR starts reviewing 
FY27 Transactions

May 23rd
- DO NOT start a PASS 
transaction for the new FY, 
deadline has passed

May 22nd
- FY27 HR transactions are due to 
HR approval level through PASS
- These must be at the HR level

September 1st
- You can NOW start a 
transaction for the NEW FY.
- PASS will now read all 
Salary Planner information 
that was entered in the 
summer.

July 31st
- HR Deadline for 
current FY transactions



H R  T r a n s a c t i o n s



QUESTIONS ON
HR TRANSACTIONS 
OR DEADLINES?



BUDGET PREP
Working in the System



BUDGET 
PREP 
SYSTEM 
TRAINING

Team App

Cognos 
Report

Budget 
Development

Transfer 
System

Salary 
Planner



BUDGET PREP SYSTEM OVERVIEW

Team App

Cognos 
Report

Budget 
Development

Transfer 
System

Salary 
Planner

• Budget Prep Security
• Orgn managers set security

• Budget Prep reports and edits
• LIVE data – no waiting 

overnight!

• Enter budget for fringe, M&O, 
Travel etc…

• Establish employee funding
• Employee and position data
• Enter employee increases

• Input transfer details



BUDGET 
PREP 

CYCLE
Pre-Prep Checklist

Plan

Enter

Final Checklist



Pre-Prep Checklist
A step by step checklist has been created to guide users on pre-prep actions. This checklist, 
as a PDF, has clickable links to be able to guide you through the following:

•Verify who has security to your Orgns

Orgn Security

•Ensure appropriate staff members have security to the Budget Prep System

The TeamApp System

•See what loaded: Budget>Budget Prep>HSC and HSC El Paso>Step1: Pre-Prep Reports
•Review staffing needs and prepare HR actions
•Estimate future revenue budgets on revenue generating funds 
•Review current spending to estimate expense budget needs 

Pre Prep Cognos Reports



Pre Prep Checklist, Report 
 051_SPLAN – Position Roster, Longevity, and Fringe Estimate

▷ This report is combining three reports into one!
Positions Roster by FOP
Longevity Estimate
Fringe Estimate

▷ Running by Position Orgn will give all positions regardless of vacant or filled, & single or 

pooled.

▷ Running by FOP will give estimates of salaries fringe and longevity on that FOP.



Location of Cognos prep reports



Location of Cognos prep reports



NEW YEAR, NEW REPORT PARAMETERS
BUDEV

 Budget/Budget Phase – H2027 – H27DPT

SPLAN

 Extract/Scenario – H2027 – H27SAL

Optional on Reports

 Fund/Orgn

 Clicking on “Finish” will run the reports for all the orgns you 
have access to.



Plan
 After reviewing your starting place, you 

can now plan for possible changes

 Plan for possible changes by reviewing 
staffing needs, gathering information, and 
start processing PASS transactions.

Faculty Promotions

Salary Reviews 

New positions

Reclassifications

When? Now! HR Deadline is 
earlier than Budget Due Date

• New positions
• Salary Reviews
• Reclassifications



Plan Other Employee Costs - 6008

Estimate any additional labor costs. These 
will impact your budget in 6008
MPIP Insurance
Overtime and Special Payments
Overload jobs continuing into FY27
Hazard Pay



Plan

Position Roster, 
Longevity, and 

Fringe Estimate

Running this by FOP 
can help estimate 

fringe and longevity 
costs

Salary Increases

It will include all 
items entered in 

the equity column

SM Fluctuation 
Estimate 

FY27 will need 
budget in 6006.

Use Cognos Reports from Step 2: Reports to consider total employee costs



Plan

Budget 
Development Detail 

with YTD Activity

Compares actual spending 
to the proposed budget in 

Budget Development.

Variance Report

Compares proposed budget 
to actual expenditures for 

the last full fiscal year 
and/or the estimated 

annualized expenditures for 
the current year

Transfer Roster 

Evaluate transfers in or out 
of your funds

Use the information from reports pulled from the Pre-Prep Checklist to help build FY27 
Revenue and Expense Budget.



Plan for New Funds/Orgns
Request them now with a current effective date 

to use in Budget Prep
 Fund Maintenance System
 Link in F&A Work Tools tab under Business Affairs>Accounting Services Home

 Organization Code Request
 Link in F&A Work Tools tab under Budget



QUESTIONS?



Enter Updated Salaries

Input salary adjustments 
first
• Equity and faculty 

promotions
• Enter reclass salary changes
• Enter optional merit

Update labor distribution
• Job labor distribution 

(employee labor) for 
Pooled positions

• Copy position labor 
distribution to job labor 
for Single positions

Update 
vacant 

positions

E-mail Budget to 
update salary totals on 

pooled positions



E
n
t
e
r

Budget Prep System Location



Enter – New System Budget Prep Menu



Enter – New System Employee Dashboard



Enter – Salary Planner to Budget Prep Menu



Enter

Click on an Employee 
Name to Update or View 

the employee’s 
information

SELECT ONE
ORGN AT A
TIME

Do Not 
Select 

Multiple/ 
Higher Level 

Orgns!



Enter – New Process Increases
ENTER 

EQUITY, 
SAVE. ENTER 

MERIT, 
SAVE.



Enter - Comments

Comment details 
for amount 

entered in Equity 
Column.



Enter: New Process for Labor Change - Single

Update Employee Labor for Single Positions



Enter: New Process for Labor Change - Single

Update 
Employee Labor 

for Single 
Positions – List 

by Position



Enter: New Process for Labor Change - Pooled

Update Employee Labor for Pooled Positions

Click on the 
person in the 

pooled 
position to 

update their 
distribution



Enter: New Process for Labor Change - Pooled

Update Employee Labor for Pooled Positions – List by Employee



Enter

Update Vacant Positions

Remember to SAVE!



Enter

• Helpful while inputting data in budget prep
• Some of the same reports as in step 2
• Others reports to help check data entry and 

ensure balanced funds

COGNOS: Step 3: Reports while working in Prep



Enter

TRANSFER SYSTEM: Update Transfers

Allocated transfers (worded)
FUF – Facility Use Fee DEAN – Dean’s Support

Edit Existing Transfers

Add new transfers

All transfers have 2 sides (In/Out)
Both sides of the transfers must balance

Add detail for transfer codes (8001/8002, 8095/8096)



TRANSFER SYSTEM: Update Transfers

Only make 
changes to 
your FOAP.

Enter



Enter

BUDGET DEVELOPMENT SYSTEM: Set Up for New User



Enter

BUDGET DEVELOPMENT SYSTEM:    
Set up for New User



BUDGET DEVELOPMENT SYSTEM: Update Budgets

• Update Revenue Codes and add justifications to avoid 
future questions from analystRevenue Entry

• Faculty, Staff, Student (6001, 6002, 6003,) feeds from Salary 
Planner

• Longevity, Fringe Benefits (6005, 6007) – Dept Input
• Other salary (6004, 6008, 6009) – Dept Input

Personnel 
Expenses

Operating 
Expenses

BAC Acct Title BAC Acct Title

7010 M&O 7020 In State Travel

7017 Communications 7033 Professional Liability

7019 Subscriptions 7035 Food & Entertainment

Enter



Enter

BUDGET DEVELOPMENT SYSTEM: Update 
Budgets

New Year, New Budget ID 
and Budget Phase:
Budget ID – H2027
Budget Phase – H27DPT

Select a radio 
button to view 
worksheet and 
click submit.



Enter BUDGET DEVELOPMENT SYSTEM: Update Budgets

Clicking on the account code will pop-up a box to add text. Please use this 
to communicate exceptions or changes to your budget analyst.



Enter - UPDATED

BUDGET DEVELOPMENT SYSTEM: Add a New Worksheet (New FOP)



Enter

BUDGET DEVELOPMENT SYSTEM: Add a New Budget Account Code/New Row



Enter

BUDGET DEVELOPMENT SYSTEM: 
View History

Who made a change?



QUESTIONS?



Budget Prep Final Checklist 
The final review checklist is another tool to ensure that all items have been addressed.

Check off 
items 

verifying:

• Previous steps have been completed
• Fund balance use has been justified
• Comments for changes in revenue have been entered and 

justifications have been submitted by e-mail for practice plan 
funds to appropriate personnel. 

• Reports have been ran and cleared of data.
• Run all Cognos Step 4 reports

• Budgets and transfers are balanced
• Targets are met
• Lock Salary Planner and Budget Dev
• Notify next level budget prep approver



Budget Prep Final Checklist 

Running 
Cognos 
Step 4 

Reports

• Are all salary adjustments inputted?
• Did I budget enough fringe/longevity?
• Did I account for SM fluctuation in hours?
• Are my employees funded 100%?
• Did I budget cents?
• Are my transfers in balance?
• Did I justify my use of fund balance?
• Do I have any funds out of balance?



Budget Prep Final Checklist 

Report - Step 4: 
410_BUDDEV 

Revenue 
Justification

• Report requirement for All Practice Plan funds
• Complete the document with detailed justification

• New Contracts, Loss/Decrease Contracts
• New Faculty, Loss of Providers
• Increase/Decrease Patient Volume

• For Medical Practice Plans, e-mail the completed form to 
hscbud@ttuhsc.edu and cc:

Lubbock – Bowie McGinnis, Javier Delgado, Lacey 
Hendricks, and Shalene Vineyard

Amarillo – Cari Neeley
Odessa – Kory Smith

• For FY27, all other Practice Plans e-mail reports to 
hscbud@ttuhsc.edu 

mailto:hscbud@ttuhsc.edu


Verify Salary Planner Lock Screen

To lock all organization codes you have 
security for, choose lock status Unlocked and 
leave Organization field blank.



Verify Salary Planner Lock Screen
New Report located in Budget Prep Step 5 folder

430_SPLAN – Salary Planner Orgn Lock
Report shows the lock status of an orgn from level 2 to 6.
Example below: 

Red highlight indicates that orgn level is locked. Any orgn after that level is locked as well.

Orgn Level 2 Orgn Level 3 Orgn Level 4 Orgn Level 5 Orgn Level 6 Orgn Level 7

H70 – Raider 
Division

H707 - Raider Lbk 7070 - Raider Lbk 70700 - Raider Lbk 707000 - Raider Lbk 707007 - Raider Lbk

707029 - Raider Red Lbk

707037 - Raider Black Lbk

In this example, orgn Levels 5, 6 and 7 are locked.



Verify Budget Development Lock Screen



Verify Budget Development Lock Screen



 

MORE BUDGET



 

E&G funds must be 
funded within the 
E&G targets

All local funds must 
be budgeted in FY27 
Operating Budget

Fund Al locat ion



 

F u n d  A l l o c a t i o n  –  M u l t i  Y e a r

Multi- year funds must be 
covered via a budget 

revision after remaining 
balances are rolled to FY27 

(After September 11th)

Labor changes can be 
entered in Salary Planner if 
new funds have been set 

up

You must work with 
Accounting to request new 

fund numbers and for 
grant renewals and 

extensions

Submit Current and Future 
Labor Change ePAFs in 

September if new funds 
are not set up during the 

budget cycle.



Establish Budget
Revenue
Expenditures
Salaries
Transfers

Modify Salaries
Input equity 
adjustments
Input reclass 
adjustments
Input Merit
Adjust secondary 
position salaries 
(corresponding 
salary review)

Change 
Employee 
Funding

Locking 

A c t i o n s  w i t h i n  
B u d g e t  P r e p  
S y s t e m



Vacate a position
An ePAF must be 
submitted to 
terminate the 
employee

Create a new 
position
Submit a New 
Position PASS 
transaction to HR by 
May 22nd

Reclassify a 
position
Submit a Reclass PASS 
transaction to HR by 
May 22nd

Close a Position 
 Submit a Close 
Position Form.

O u t s i d e  o f  B u d g e t  
P r e p  S y s t e m



S y s t e m  T i p s

Do NOT use the 
BACK button on 
your browser

Call the Budget Office

E-mail and Zoom 
chats are great too!

Review and follow 
instructions in the 
User Guide

Utilize Cognos 
Reports



B u d g e t  
T o o l s / R e s o u r c e s



Shana Haney 
806-743-1207
H10 – President

 H12 - 
Chancellor

H15 - Excellence 
& Culture

Fabiola Haro
806-743-3617

H14 - Institutional 
Compliance

H17 - IT
H21 - Human 

Resources
H30 - School of 

Health Professions
H544 - SOM 

Odessa

Lucas Hendrix
806-743-9470
H25 - Provost

H28 - School of 
Population & 
Public Health

H35 - School of 
Nursing

H522 - SOM 
Amarillo

Emily Hinojos
806-743-4092
H11 - External 

Relations
H20 - Finance

H23 – Office of 
the COO

 H99 - 
Institutional

Lance Lankford
806-743-1131

H27 – Research
H511 – SOM 

Lubbock

Thomas Mowery

806-743-2217
H13 - Rural 

Affairs
H22 - Facilities

H26 - GSBS
H40 - School of 

Pharmacy
H69 - Strategic 

Initiatives



IF YOU HAVE ANY QUESTIONS 

PLEASE CONTACT US: 
MAIN BUDGET OFFICE PHONE NUMBER: (806)743-7717 

BUDGET OFFICE E-MAIL: hscbud@ttuhsc.edu  

mailto:hscbud@ttuhsc.edu
https://hscweb.ttuhsc.edu/budget/instructions_and_information.aspx
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