
 

  

  

  

  

 

  

 

 

 

 

  

 

 

 

  

 

  

  

  

   

  
   

 

  

 

   

      

  

     

  

    

 

      

       

     

      

       

     

   

           

 

      

      

      

        

     

  

       

       

      

     

    

    

     

 

          

       

      

 

    

     

      

  

    

   

    

    

Segment Maintenance  Requests 

What are you 

trying to do? 

*Click Below* 

Request 

New Department 

Segment 

Request New 

Cost Center Segment 

Request New 

Supplemental 

Segment 

Request Segment 

Description Change 

Request Segment/ 

String Deactivation 

Preparer  nfo 

Segment Value  nfo 

Payroll  nfo 

AWF  nfo 

Budget  nfo 

Preparer  nfo 

Segment Value  nfo 

Payroll  nfo 

Budget  nfo 

What will you 

need? 

Data Requirements: 

Preparer Information: Name, Email, Department, 

Business Manager, Notification 

Segment Value Information: Value, Description, 

Purpose 

Payroll Information: Fund Department Cost Center 

Combination (FDCC), Student Hires 

Approval Workflow Information (AWF): Funding 

Source Person, Department Head, Dean/AVP, VP 

Budget Information: Transfer Approvers, Budget 

Worksheet 

Preparer  nfo 

Segment Value  nfo 

Preparer  nfo 

Segment Value  nfo 

Preparer  nfo 

Segment Value  nfo 

Program Code Protips! 

Definition: A program code is how we functionalize 

expenses. While an account code indicates what an 

expense is, a program code indicates the purpose 

of function of the expense. 

Purpose: Functionalizing expenses is required for 

reporting across campus, including university 

financial reports,  PEDs, and federal and state 

reporting requirements. 

 n order to select the correct program code for a 

new cost center, you must know what the 

spending purpose of the segment will be. 

Resources: 

*Click Below* 

Approval Workflow Matrix:  dentifies current 

approvers of department segments setup in OFC. 

All Segment Values: Outlines all current segment 

values, descriptions, and program codes. 

Budget Worksheet: Defines local budgets and 

setup for appropriated budgets. 

Multiple Supplemental Values Worksheet: 

Collects data for multiple segment requests. 

Budget Protips! 

Appropriated Budget: Enter the funding source 

strings that will be used for new appropriated 

budget by including the Fund, Department, Cost 

Center, and Budget Rollup on the Budget 

Template. 

Local Budget: Enter the funding source strings with 

associated budget amounts by including the Fund, 

Department, Cost Center, Budget Rollup, and 

amount of each area to be loaded into OFC on the 

Budget Template. 

Academic Areas: When setting up Appropriated 

Cost Centers, ensure that you begin descriptions 

with FR (Faculty Research) or SA (Special 

Allocation) for sources that should not be swept at 

the end of the fiscal year. 

https://app.smartsheet.com/b/form/37e6fffe4dd44babb14d6822f52ef581
https://app.smartsheet.com/b/form/36aa11da4eda40b9adfd30e07574b0d7
https://app.smartsheet.com/b/form/ba0fd2b2e1164e789518b009547590fe
https://app.smartsheet.com/b/form/ba8982dd55e04cde943eeaeeb36e5ecd
https://app.smartsheet.com/b/form/bce681d32ddb4528833279d19cd6c3c6
https://vpfa.boisestate.edu/ufs-continuous-improvement/standard-approval-workflow-matrix/
https://drive.google.com/file/d/0B-269AYuhrlrdHhLNGo4aUtwaTQ/view
https://drive.google.com/file/d/17FqTPHeuT3pt3MvYTOXqs21EWNfOT20-/view?usp=sharing
https://vpfa.boisestate.edu/process/uformsdocs/Segment-Maintenance-Budget-Worksheet.xlsx
http://vpfa.boisestate.edu/process/uformsdocs/Multiple-Supplemental-Value-Template.xlsx



