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www.canyons.edu/apr will take you to this Home screen. 

You will find the due dates for Levels 
1, 2, and 3 here. 

http://www.canyons.edu/apr


     
 

In the drop down menu, select “Edit/Forward (Level 
1).” Then, click “Next.” 



         You will be taken to this screen, where you are able to select the program you would like to edit for Program Review. 



    
 

In the drop down menu, select 
the program you oversee. Then, 
click “Next.” 



   

  

You will be taken to your Program menu. 

If you select “Edit,” you will be 
brought to... 



      In this screen, you are able to edit all aspects of your Program Review. 



   
   

    

Under “Budget Planning,” you are able to 
navigate to budget reallocation and new 
budget requests by clicking “Click Here for 
Budget Planning.” 



   
 

If you select “View/Print,” you 
will be brought to... 



       
  

This screen shows a summary of everything entered into Program Review for your Program, 
except budget reallocation and requests. 



   
   

    

Under “Budget Planning,” you are able to 
navigate to budget reallocation and new 
budget requests by clicking “Click Here for 
Budget Planning.” 



   
    

 

In the Program Menu, select “Review, 
Revise and Rank Budget” to navigate to 
budget reallocation and new budget 
requests. 



         

  
 

This is your Budget Planning Menu, where you are able to reallocate your budget(s) and submit new budget requests. 

Click “Budget Reallocation Summary” 
to reallocate your budget(s). 



     

      
      

       

This screen shows your Program budget(s) by Location Code. 

Depending on what types of budgets your program has, you may or 
may not have multiple department budget forms. If you have multiple 
budgets, be sure to click on and review each budget you are 
responsible for. 



   
 

   
  
   

 

   
  

This shows the actuals for each object 
code over the previous three fiscal years. 
(An object code is the five-digit code we 
use to describe an expense.) 

Click the lifesaver icon 
for reallocation help. 

This Allocated budget is your Adopted 
Budget for the current fiscal year. 



 This is the screen for reallocation help. 



   

   
   

     

 
  

 

   
   

  
   

   

Use the “00000” object code to 
remove funds from your budget 
(use a positive number). 

Use the “00001” object code to remove 
funds and give them to another program 
(use a positive number) – make sure the 
program given the funds makes a 
corresponding “Receive” entry. 

This shows the default budget based on 
the current fiscal year’s Allocated Budget 
(prior to any changes), as well as where 
you will cut, transfer, or reallocate funds. 

The total must match the 
current fiscal year’s total. 

Use the “99999” object code to add funds from 
another program (use a negative number) – 
make sure the program giving the funds makes a 
corresponding “Give” entry. 



    
 

     
    

     
     

     

To add a new object to fund, 
click “Add Budget Line.” 

This shows a reallocation of funds. You can either reallocate among 
your existing budget lines, to newly added budget lines, or move 
funds to another program as long as the total amount equals your 
current year’s Allocated budget. (Note: you are not allowed to 
transfer between fund 11 discretionary budgets and fund 12 lottery 
budgets) 



        This is the screen to add new object code budget lines (you can add three at one time). 



   
  

  

From the drop down menu(s), 
select the object(s) you would like 
to add. Then, click “Save/Exit.” 



  

    
   

   

  

Here is the newly added object 
budget line. 

Click “Remove” to delete 
objects. 

Reallocate funds as needed. You’re encouraged to 
reallocate your budget based on your recent spending 
trends and projections for the upcoming fiscal year. 



    
   

 

If the total amount doesn’t equal the 
current fiscal year’s Allocated Budget total, 
you will get an error. 



 
 

 

When the reallocation is complete, 
check “Review/Approve all budget 
items” and click “Save/Exit.” 



 
   

     

Click “Budget/Equipment 
Request Summary” to request 
new budget items that are NOT 
Forced Costs. 



   

   
 

This is the Budget/Equipment Request Summary page. 

To enter new budget requests, click 
“Add New Request.” 



   

 

This is where you enter new budget requests. 

Enter a Short Title for your 
request(s) here. 



  
   

   

Select the Program Object (which should 
have already been entered into Program 
Review) from the drop down menu. 



 
   

     
    
   

    

Select the rank type of the requested item(s). Select “All” if 
the project includes more than one requested item and you 
can’t have one item without the other(s) – they will be 
ranked together as one. Select “Separate” if the requested 
item(s) aren’t needed together – they will be ranked 
separately. 

(click the Rank Type lifesaver icon for help) 



  This is the screen for Rank Type help. 



   
    

     
   

    

Select the object code/category the 
request falls under. (Helpful hint: 
Items with an individual cost of $5,000 
or more [including taxes, shipping 
fees, etc.] will have the “GASB” tag) 



  
   
 

Select whether the request will 
be needed one-time or if it will 
be an on-going cost. 



  
  

 

  
   

   

Enter the amount needed 
for the request (include 
taxes, shipping fees, etc.) 

Enter the description of the request 
and why it’s needed. Be as specific 
as you can.  Include brand name 
and model, if available/applicable. 



    
  
  
  

  
  

Click “Choose File” to upload 
any supporting documents for 
the request. A pop-up window 
will open, where you can 
choose the file to upload. 

For help, click the “Upload 
Docs” lifesaver icon. 



   This is the screen for Upload Docs help. 



  
   

 
    

  

Select the appropriate location code from the drop 
down menu. (The location code is the four-digit code 
we use to describe the administrative oversight of a 
line item [e.g. 2000 = Instruction, 9200 = CCC 
Instruction, 3000 = Student Services]) 



  Select the appropriate activity code for the request. 



     
    

     
      

      
    

 

Select potential funding sources for your request, if any. You are able 
to select up to three sources. Please only select potential funding 
sources the request would qualify for (i.e., Instructional Block Grant is 
only for instructional equipment; Lottery is only for instructional 
supplies). Please speak with the person in charge of the grant (i.e., 
Pathways, Perkins, Strong Workforce; SEA) for the “okay” prior to 
listing it as a potential funding source. 



 
 

  

When finished with the 
request(s) for the specific 
“Program Objective,” click 
“Save.” 



      

 

   

The Budget/Equipment Request Summary page now lists the requests you have entered. 

Click “Edit” if changes are needed. 

To add more requests, click “Add New Request.” 



    
    

    
   

Now that you have entered Budget/Equipment Requests, 
click the “Budget/Equipment Request Ranking” hyperlink 
in the Budget Planning/Review menu to rank your budget 
requests. (Forced Costs aren’t ranked) 



     
      

     
    

        

This is where you rank the level of importance for your requests. 
Number your items in the order of importance to your program (1 = 
most important). Numbering must be sequential (1, 2, 3 etc. – do not 
skip numbers). Notice the beige requests are ranked together because 
their rank type was set to “All.” Once ranked, click “Save & Finish.” 



    
  

     
    

   
 

Click “Forced Cost Request Summary” to add any 
needed Forced Costs. Forced Costs are required costs, 
including but not limited to, those costs associated with 
applicable laws, regulations, state mandates, negotiated 
agreements, contracts, risk management, health/safety 
and emergency preparedness and response. 



    

   
  

This is the Forced Cost Request Summary page. 

To enter new Forced Cost requests, 
click “Add New Request.” 



  
    

 

   
   

This is where you enter new Forced Cost requests. 

Enter the Forced Cost request Description 
here. Be as specific as you can.  Include brand 
name and model, if available/applicable. 

Enter the Justification/Rationale as to why 
the request qualifies as a Forced Cost here. 



     
    

Select the Forced Cost Type from the drop down menu. 
For help on the Forced Cost Types, click the lifesaver icon. 



  

  
 

  
  Here is a list of the Forced Cost 

Types and their definitions. 

This is the screen for Forced Cost Type help. 

These codes are for Program 
Review Levels 2 and 3. 



  
  

 

Enter the amount needed 
for the request (include 
taxes, shipping fees, etc.) 



   
    

     
   

    

Select the object code/category the 
request falls under. (Helpful hint: 
Items with an individual cost of $5,000 
or more [including taxes, shipping 
fees, etc.] will have the “GASB” tag) 



  Select the appropriate activity code for the request. 



  
   

 
    

  

Select the appropriate location code from the drop 
down menu. (The location code is the four-digit code 
we use to describe the administrative oversight of a 
line item [e.g. 2000 = Instruction, 9200 = CCC 
Instruction, 3000 = Student Services]) 



  
   
 

Select whether the request will 
be needed one-time or if it will 
be an on-going cost. 



     
    

     
      

      
    

 

 
 

When finished with the 
request, click “Save.” 

Select potential funding sources for your request, if any. You are able 
to select up to three sources. Please only select potential funding 
sources the request would qualify for (i.e., Instructional Block Grant is 
only for instructional equipment; Lottery is only for instructional 
supplies). Please speak with the person in charge of the grant (i.e., 
Pathways, Perkins, Strong Workforce; SEA) for the “okay” prior to 
listing it as a potential funding source. 



      

    

The Forced Cost Request Summary page now lists the requests you have entered. 

To add more requests, click “Add New Request.” Click “Edit” if changes are needed. 



   
  

For any requests potentially funded 
through Perkins, click here. 



   

   
  

This is the Perkins Request Summary page. 

To enter new Perkins funded 
requests, click “Add New Request.” 



This is where you enter new Perkins funded requests. 



   
 

Rank the request (1 through 
10) in order of priority. 



  
  

 

Select the Activity Goal 
(which should have already 
been entered into Program 
Review). 



  
   

 

Select the Continuous Program 
Improvement Goal (which 
should have already been 
entered into Program Review). 



 
 

Enter the activities that 
meet the requirements for 
Perkins funding. 



  
  

    
 

Click the lifesaver icon for the 
definitions of the Core Indicators. 

Select the Core Indicator that 
the activity will improve. 



   This is the screen for Core Indicator definitions. 



 
  

    Click the lifesaver icon for more 
description of the Vision for Success Goals. 

Select the Vision for Success 
Goal the activity will improve. 



 This is the screen for Vision for Success Goals descriptions. 



  
  

 

Enter the amount needed 
for the request (include 
taxes, shipping fees, etc.) 



   

  

Enter the additional require 
resources needed for the 
request (human, physical, etc.). 



  
   

   

Select the Employee 
Engagement Goal the activity 
will improve (which should 
have already been entered into 
Program Review). 



 
 

When finished with the 
request, click “Save.” 



       

    

The Perkins funding request summary page now lists the requests you have entered. 

To add more requests, click “Add New Request.” Click “Edit” if changes are needed. 



  
  

   
    

When finished with Budget Planning 
(Reallocation, Budget/Equipment, Perkins 
and Forced Cost Requests, and Ranking), 
click “Return to Program Planning and 
Review.” 



   
   

    

When finished with Level 1 Program Review, click “Forward 
the Entire Program Review and Budget” to forward Program 
Review to Level 2 and the program’s respective School Dean. 



   

 

 

Please direct any questions you may have to: 

Jason Hinkle – Jason.Hinkle@canyons.edu x3420 
- or -

Jon Young – Jon.Young@canyons.edu x3104 

mailto:Jason.Hinkle@canyons.edu
mailto:Jon.Young@canyons.edu
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