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CAIS uses a tiered structure for your Plan: Goals, Strategies, and Action Steps. You may also add specific Tasks to Action Steps.  Budget Items are ascribed to Action Steps. When creating the Step, if it will require funding to implement, check the “Requires Funding” box to add the Action Step to your Budget. You will come back later to add specific budget items, listing what will be purchased and the Funding Source for the purchases. 
If you do not check the Requires Funding box, you will not be able to add Budget Items to this step. To check the box after the Step has been created, go to the Action Step detail page and click Edit to access the checkbox.
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Add Budget Allocations

The LEA Plan Administrator is responsible for adding Allocations to the plan budget from available Funding Sources. These allocations are then available for Budget Items throughout the plan.
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From any plan page, click the Budget link at the top to see the overall Plan Budget. LEA or School Plan Administrators will also see the Add Funding Source link.
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Administrators may select Federal or State funding sources (added by the SEA). LEA Administrators may also create their own LEA (Local) funding sources. On the Add Funding Source screen, select SEA or LEA to add a new source. SEA Funding Sources will allow you to select from a dropdown list of all available Federal and State sources. (NOTE: If you have already added a source to your budget, you may edit it on the budget overview page. It will no longer appear in the drop-down list.)  An LEA Funding Source lets you type in a Title and Short Title (up to 20 characters for display) as well as fund information.
All Funding Sources allow a Carryover and Indirect amount. The Available Allocation is the sum of the Total Funding + Carryover – Indirect.  This amount appears as the Total Allocation column in the Plan Budget.  When you hit Save, the total will automatically be calculated and added to the Budget. You may optionally click on Calculate to verify the amount before saving the record.  
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Once Funding Sources have been added by the Administrator, Plan Users may assign them to Budget Items on Action Steps. 

Adding Budget Items to Action Steps
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If your Action Step is checked as Requires Funding, you can use Budget Items to itemize costs, and indicate from which funding source the money will be applied. The Budget Items tab on the Action Step displays all amounts and funding sources already assigned to an Action Step. 

CAIS filters Budget Items by School Year. The School Year for a Budget Item is determined by its Funding Source.  You may use the School Year filter to view records from previous years.
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To edit all Budget Items for an Action Step simultaneously, click on Edit All. The table will allow you to change the Quantity, Unit, Cost, Budgeted Amount, Source, or Actual amount of any or all items. Click Update All to save your changes.  You may edit a single Budget Item and Notes by clicking on the Title in the first column.

To Add a Budget Line Item, click Add Budget Item.
The Budget Item entry page displays a Budget by Source table of funds already allocated to this Action Step to help you determine where to pull the funding for your new Budget Item.  
The Budgeted Amount may be derived in one of two ways.  Either enter the Quantity and Unit Cost (Budgeted Cost will be calculated) or just enter a Budgeted Cost (no Quantity or individual Cost information.) The Budgeted and Actual amounts will appear on your Action Step Overview, and the total amounts allocated for all Action Steps will roll up to the Strategy and Goal levels of your Plan. Click Submit to return to the Action Step page, or Save and Add Another to enter additional expenses for this step.

You are not required to assign a funding stream to Budget Items at this point.  This is particularly helpful as you are developing your budget for the new year.  Unfunded items are easily identified at any time from the Plan Budget page, described below.  

Enter the information and save the record to add it to the Action Step.
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Budget Worksheet
CAIS Version 2.6.2 also offers another way to add Budget Items to Action Steps. On the Expanded Plan Overview, you will see two tabs at the top of an Action Step list under each Strategy. The Summary view contains the Action Step detail: Title, Description, Person Responsible, Status/Budget, Tags and Tasks. To edit any of this information, click on the Title of the Action Step. 
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Next to the Summary tab is a Budget Worksheet tab. When selected, it will show existing budget information for any Action Steps marked as “Requires Funding.” This view allows editing of all Budget Items, as well as adding or deleting Items.
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Note that if an Action Step “Does Not Require Funding” it will not appear in the Budget Worksheet. To add budget items to an Action Step, you must first check the Requires Funding box on the Action Step add/edit page.
Edit All for budget items opens all displayed fields of each item. 
You may edit the Title, Quantity, Unit, Cost, Budgeted and Actual amounts, or Program funding the items. Once you’ve finished, click Update to save your changes, or Cancel to return to the original item information.
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Plan Budget Page
The Plan Budget page is a funding summary for your entire plan.  To view this page, click the Budget link at the top of any page of your plan. You will see a list of all funding streams in the selected year, their Source (Federal, State, LEA), number of Action Steps currently funded by this source, School Allocations (on the LEA Budget), the Budgeted Allocation (assigned to Budget Items), Unencumbered amount, and Total Allocation.  Hover over the column headers to see Tooltips or full descriptions of the column. All budget amounts are updated immediately when you make changes anywhere in the plan.


To view detailed expenditures for a particular Funding Source, click the arrow next to the Source to roll-out related Action Steps and Budget Items. You can also see if multiple Funding Sources are assigned to a specific Action Step.  Please note that an Action Step may appear on the Plan Budget page more than once if it contains Budget Items from multiple Funding Sources.
School Allocations

On the LEA Budget, you have the option to view the School Allocation amounts for each source, where assigned, as well as their Budgeted Allocation and Unencumbered totals for that funding source. Select the School Allocations view at the top of the Budget page. Roll out any funding source that shows and amount in the School Allocations column. 

Click on the name of the school to go directly to their plan Budget page and see how they have allocated the funds.
Unfunded Items
The final Program line on the Plan Budget shows the Unfunded Items in your plan.  This allows you to easily identify and resolve Action Steps and Budget Items that require funding.  Action Steps appear as Unfunded under two circumstances:

1. The Action Step is checked as Requires Funding, but contains no Budget Items
2. The Action Step contains Budget Items that are not yet assigned a Funding Source. 
To add items or assign funding sources, click on the Action Step title to go to the Budget Items tab. Once you have determined how you will fund these items and add Funding Sources, they will move to the appropriate program source in your budget.
Updating and Monitoring the Plan Budget

You may access and edit budget items from the Plan Budget page, from the Plan Overview Budget Worksheet tabs on Action Steps, or from the individual Action Step Budget Items tab. Actual Amounts spent for the Items may also be entered in any of these places.

To track the expenditures from a specific program funding source, either roll-out that source on the Budget page, or select the Funding Source from the filters at the top of the plan.
When a Funding Source filter is applied, you will see only those Action Steps, with associated Strategies and Goals, which have Budget Items assigned to that Source. 

The Budgeted and Actual amounts show in the Action Step lines of the Plan Overview. You may view the plan activities in the context of one specific funding source, and print that view, to provide detailed plan information to program or grant monitors.
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