
September 12, 2013 

How to Create Program Plan 
and Budget Request 

 

1. Log into myGav portal 
 

2. Click on the “Intranet” tab 
 

3. Click on “Program Plans” in the “Program Planning and Assessment” section 
 

 
 



September 12, 2013 

Select Department and Academic Year 
 

 

 

4. Select Division 

a. Superintendent / President 

b. Instruction 

c. Student Services 

d. Administrative Services 

5. Select Department 

6. Select Academic Year for Program Plan 

7. Create New or View Existing Program Plan 
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Create Program Plan 
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Create Program Plan 
8. Vision / Narrative 

a. Please describe what has happened with your program since your last program 
review and the factors that influence your program's future plans. This section can 
be the same as your IEC review executive summary. (Optional) 

9. Initial Program Objective 

b. Please state your Program's objective. An Objective should be written in such a 
way that it could be evaluated periodically. (Please list only one per box) 

10. Strategy / Goal 

c. Select the strategy and goal that is most aligned with your objective. First select 
the strategy and then highlight the most appropriate goal or goals. If an additional 
strategy is appropriate, complete the "Other Strategy and Goal(s)" section. If no 
strategies match your objective, select "Not Applicable" 

11. IEC Program Review 

d. Is this objective one that was recommended by your last program review? If not , 
please provide a brief rationale for the need for this objective. 

12. Activities 

e. Please identify the activities you will undergo to accomplish your program 
objective. Activities do not have to have a cost related to them in order to be listed 
here, however, if an activity does have a cost associated with it you will have the 
opportunity to report that cost as follows: 

i. No Institutional Cost 

ii. New Institutional Budget Request: this option is for activities that bear a 
cost but do not qualify for the Ongoing Cost or External Funding Source 
options. Selecting this option will require completing a New Institutional 
Budget Request form. 

iii. External Funding Source 

13. Click “Create Program Plan” 
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Add Budget Request 

 

 

14. Click “Add Budget Request” for each activity needing a budget request  
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Add Budget Request 
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Add Budget Request 

 

Each activity can have the following types of budget requests:  Personnel, Non-Personnel, or 
both. 

15. Edit Activity 
 

16. Personnel Request 
 

a. Job Classification:  Faculty, Classified, Administrator, Other (e.g. stipends) 
 

b. Quantity:  Total number of job classification requested 
 

c. FTE:  Full-Time Equivalent 
 

d. Amount:  Total costs of job classification 
 

e. Fund Source 
i. Categorical:  Categorical or grant funded 

ii. General Fund 
iii. 5-Year Faculty:  Five-year faculty plan 

 
f. Fund Type 

i. One-Time:  One-time budget request 
ii. On-going:  Recurring budget request 

 
17. Non-Personnel Request 

 
a. Specific Item(s) Needed 

 
b. Amount Requested 

 
c. Fund Source 

i. Categorical:  Categorical or grant funded 
ii. General Fund 

iii. Instr. Equip.:  Instructional Equipment 
 

d. Fund Type 
i. One-Time:  One-time budget request 

ii. On-going:  Recurring budget request 
 

18. Click “Update Acitivity / Budget Request” 
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Edit Program Plan 

 

19. To edit “Vision / Narrative”, click “edit” to the right 
 

20. To add new Program Objective, click “Create New Program Objective 
 

21. To edit existing Program Objective, click “edit to the right 
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How to View Budget Rankings 
 

1. Log into myGav portal 
 

2. Click on the “Intranet” tab 
 

3. Click on “Program Plans” in the “Program Planning and Assessment” section 
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Accessing Budget Rankings 

 

1. Scroll to the bottom of the Program Planning home page 
 

2. Click on “View Budget Rankings Online” underneath “View Program Plans and Budget 
Requests” section 
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All Rankings 

 

There are 6 (six) boxes at the top: 

1. All Rankings 
2. Deans 
3. President / Vice-Presidents 
4. Budget Committee 
5. President’s Council 

Clicking on the “All Rankings” box displays a table listing all Budget Requests with the following 
information: 

• ID = Budget Request ID 
• FY = Fiscal Year 
• Div = (A) President; (B) Instruction; (C) Support Services; (D) Administrative Services 
• Department = Department 
• Objective = Snippet of the Objective 
• Strategy = Institutional Strategy 
• Goal = Strategic Goal  
• Non-Per = Monetary amount, if budget request is a non-personnel request 
• Per = Monetary amount, if budget request is a Personnel request 
• DN = Dean’s ranking 
• P / VP = President’s or Vice-President’s ranking 
• BC = Budget Committee’s ranking 
• PC = President’s Council’s ranking 



September 12, 2013 

Deans 
 

 

 

Clicking on the “Deans” box displays a table listing all Budget Requests with the following 
information: 

• ID = Budget Request ID 
• FY = Fiscal Year 
• Div = (A) President; (B) Instruction; (C) Support Services; (D) Administrative Services 
• Department = Department 
• Objective = Snippet of the Objective 
• Strategy = Institutional Strategy 
• Goal = Strategic Goal  
• Non-Per = Monetary amount, if budget request is a non-personnel request 
• Per = Monetary amount, if budget request is a Personnel request 
• Rank = Dean’s ranking 
• Comments = Dean’s comments 
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President / Vice-Presidents 
 

 

 

Clicking on the “President / Vice-Presidents” box displays a table listing all Budget Requests with 
the following information: 

• ID = Budget Request ID 
• FY = Fiscal Year 
• Div = (A) President; (B) Instruction; (C) Support Services; (D) Administrative Services 
• Department = Department 
• Objective = Snippet of the Objective 
• Strategy = Institutional Strategy 
• Goal = Strategic Goal  
• Non-Per = Monetary amount, if budget request is a non-personnel request 
• Per = Monetary amount, if budget request is a Personnel request 
• Rank = President’s or Vice-President’s ranking 
• Comments = President’s or Vice-President’s comments 
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Budget Committee 
 

 

 

Clicking on the “Budget Committee” box displays a table listing all Budget Requests with the 
following information: 

• ID = Budget Request ID 
• FY = Fiscal Year 
• Div = (A) President; (B) Instruction; (C) Support Services; (D) Administrative Services 
• Department = Department 
• Objective = Snippet of the Objective 
• Strategy = Institutional Strategy 
• Goal = Strategic Goal  
• Non-Per = Monetary amount, if budget request is a non-personnel request 
• Per = Monetary amount, if budget request is a Personnel request 
• Type = Funding Type (e.g. On-going, Categorical, One-time, 5-Year Faculty Hiring Plan) 
• Rank = Budget Committee’s ranking 
• Comments = Budget Committee’s comments 
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President’s Council 
 

 

 

Clicking on the “President’s Council” box displays a table listing all Budget Requests with the 
following information: 

• ID = Budget Request ID 
• FY = Fiscal Year 
• Div = (A) President; (B) Instruction; (C) Support Services; (D) Administrative Services 
• Department = Department 
• Objective = Snippet of the Objective 
• Strategy = Institutional Strategy 
• Goal = Strategic Goal  
• Non-Per = Monetary amount, if budget request is a non-personnel request 
• Per = Monetary amount, if budget request is a Personnel request 
• Type = Funding Type (e.g. On-going, Categorical, One-time, 5-Year Faculty Hiring Plan) 
• Rank = President’s Council’s ranking 
• Comments = President’s Council’s comments 
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