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FRONTLINE PROCEDURES 
Pasadena ISD 

ENTRY POINT: 
Allocate Budget 

Owner Allocations 

DATE DEVELOPED: 01/21/2022 REVISED DATE: 2/20/24 

SUBJECT: Budget Allocation Process 

  

ENTER BUDGET INTO FRONTLINE SYSTEM 

You must enter the data into the automated budget preparation system. The system will total the entry for each budget 

unit as you complete your entry. Upon completion of data entry, you may print a copy of your budget using standard 

reporting available in the system. 

• LOGIN TO FRONTLINE 
• Click –Budget Preparation or Maintain Allocation or you can search entry point name 

• Click – Allocate Budget Owner Allocations 
 

 
• VERIFY 2025 BUDGET YEAR 

• Your budget worksheet should be listed at the bottom of the 
screen 
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DATE DEVELOPED: 01/21/2022 REVISED DATE: 2/20/24 

SUBJECT: Budget Allocation Process 

 

1. 

 

• SELECT AN ALLOCATION WORKSHEET 

• CLICK - EDIT 
 

• AVAILABLE ALLOTMENT AMOUNT 

• 2. TOTAL ALLOCATION AMOUNT 

▪ A RUNNING TOTAL OF THE ALLOCATED AMOUNT ENTERED 

• 3. REMAINDER OF ALLOCATION AMOUNT 

▪ THE AMOUNT LEFT TO ENTER INTO FRONTLINE. THIS MUST BE 0.00 

BEFORE SUBMISSION. 

 

 
 
 
 

 
 
 
 
 
 
 

 
• WHEN YOUR ALLOCATION WORKSHEET IS OPEN, PLEASE NOTE THE 

FOLLOWING 

3 

1 2 
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Pasadena ISD 

ENTRY POINT: 
Allocate Budget 

Owner Allocations 

DATE DEVELOPED: 01/21/2022 REVISED DATE: 2/20/24 
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• COLUMN DESCRIPTIONS: 

ALLOCATE PERCENT 

This is the percentage of your allocation per line. 

ALLOCATE AMOUNT 

This is the amount you allocate per line. 

DETAILS 

You can enter more details including specific budgeted amounts if needed. When using this field the 

amounts you enter will autofill the allocation amount 

EXPLANATION 

The District Improvement Plan (DIP) number goes in the explanation field 

CURRENT YEAR ADOPTED BUDGET 
This is the 2023-2024 appropriation (budget) for that account when the budget was imported into Frontline 

system September 1st. 

CURRENT YEAR AMENDED BUDGET 

This is the 2023-2024 appropriation (budget) as of current date. 

CURRENT YEAR TRANSACTIONS 
This is the 2023-2024 transactions as of current date. 

CURRENT YEAR DIFFERENCE 

This is the 2023-2024 difference between the Amended Budget and the Transactions. 

PRIOR YEAR ADOPTED BUDGET 

This is the 2022-2023 appropriation(budget) for that account when the budget was extracted into 

the Budget Preparation system September 1st. 

PRIOR YEAR AMENDED BUDGET 

This is the 2022-2023 appropriation(budget) at the end of the fiscal year. 

PRIOR YEAR TRANSACTIONS 

This is the 2022-2023 transactions at the end of the fiscal year. 

PRIOR YEAR DIFFERENCE 

This is the 2022-2023 difference between the Amended Budget and the Transactions. 
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 • CLICK OK 

 

 

You can allocate FY 2025 using the distribute based on the prior year button. 
 

 

****YYOOUU CCAANN SSEELLEECCTT SSAAVVEE AALLLLOOCCAATTEE AANNDD RREETTUURRNN LLAATTEERR IIFF NNOOTT FFIINNIISSHHEEDD**** 

• ENTER ALLOCATION AMOUNT: 

• TTHE ALLOCATION PERCENT WILL AUTOMATICALLY UPDATE 

• IF YOU WOULD LIKE TO ADD DETAILS: 

• CLICK DETAILS 

• ADD AMOUNT & DESCRIPTION 

• THIS WILL AUTOFILL THE TOTAL ALLOCATION AMOUNT 

• IF YOU WANT TO INCLUDE ADDITIONAL FUNDS FOR UNSPECIFIED USES 
ENTER UNALLOCATED” AND THE AMOUNT 
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 ONCE YOU HAVE ENTERED DETAILS AND YOU FIND THAT YOU NEED TO MAKE CHANGES TO THE AMOUNT 
IN THE ALLOCATE AMOUNT FIELD, YOU WILL NOW HAVE TO MAKE THOSE CHANGES IN THE DETAILS 
FIELD, THEN IT WILL CHANGE THE AMOUNT IN THE ALLOCATE AMOUNT FIELD. 

 

• THE EXPLANATION COLUMN IS USED TO ADD NOTES BUT WILL NOT AUTOFILL 

THE ALLOCATION AMOUNT COLUMN 

• THE DISTRICT IMPROVEMENT PLAN (DIP) NUMBER GOES IN THE EXPLANATION 

FIELD 

 

 
• ONCE YOUR REMAINDER ALLOCATION AMOUNT IS 0.00 

•  CLICK SAVE ALLOCATE -NOTE: IF YOU ARE UNABLE TO SAVE ALLOCATE, IT MIGHT BE THAT YOUR 
CACHE IS TOO FULL – CLEAR COMPUTER CACHE. SEE HELPFUL INFORMATION ON PAGE 11, I F YOU DO NOT 
KNOW HOW TO CLEAR CACHE. IF YOU CLEAR CACHE DURING THIS PROCESS, THE SYSTEM WILL LOG YOU 
OUT. 
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• PRINT/SAVE YOUR WORKSHEET TO KEEP AS A REFERENCE 

• CLICK – PRINT WORKSHEET 

 

 

 
• SELECT THE TYPE OF REPORT YOU PREFER 

• NOTE: PDF DI SP LAY S DATA I N EASI ER TO READ FOR M AT 
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• ONCE YOU SELECT THE REPORT YOU WANT TO PRINT, THE REPORT WILL 

POPULATE IN A NEW WINDOW 

 
 

 
 

• CLICK – SUBMIT FOR APPROVAL 

• NOTIFY THE BUDGET OFFICE BY SENDING AN EMAIL TO BUSINESSOFFICE@PASADENAISD.ORG 

mailto:BUSINESSOFFICE@PASADENAISD.ORG
mailto:E@PASADENAISD.ORG
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Which item below on the District Improvement Plan does this item support?* 

 

 
1. CURRICULUM & INSTRUCTION - We will provide rigorous and meaningful curriculum 

by creating integrated learning experiences to meet individual student needs ensuring 

students are future ready. 

 
2. COLLEGE, CAREER, & MILITARY READY - We will promote college, career, and 

military preparation and readiness through the use of systems and structures that meet 

the needs of each student. 

 
3. HUMAN RESOURCES - We will actively recruit, develop, and retain a highly qualified 

staff to promote a successful learning environment for all. 

 
4. FAMILY & COMMUNITY ENGAGEMENT - We will use a culturally responsive 

approach to relentlessly pursue meaningful engagement with family, business, and 

community stakeholders to support students and staff. 

 
5. SAFE SCHOOLS & SOCIAL-EMOTIONAL SUPPORT - We will establish safe schools 

while meeting the social, emotional, and physical needs of all students and staff in a 

culturally responsive environment. 

 
6. ANCILLARY SERVICES - We will promote an exemplary learning environment for 

students and staff through the utilization of ancillary service departments that integrate 

established and innovative practices, standards, and systems. 
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HELPFUL DEFINITIONS 

 
District Budget Personnel - employees within the Budget Department who are 

responsible for setting up next year budget worksheets, defining allotment amounts, etc. Once 

budget worksheets are approved, employees responsible for adopting and adjusting budget 

allocations. 

Allocation Manager- employees who may not have created the budget workbook 

but are responsible for maintaining the allocation. This person has access to all worksheets 

within an allocation (ex: Federal Grants Coordinator will be the allocation manager for your 

Program/Grant Funds allocations). 

Budget Worksheet Manager (AKA Budget Owner) - employees responsible 

for allocating budget owner allocations for a specific budget worksheet and submitting for 

approval (ex: campus principal) 

Budget Approvers- employees responsible for reviewing completed allocation worksheet and 

approving next year budget calculations. 
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HELPFUL INFORMATION 

 
HOW TO CLEAR CACHE 

 

 

 
 
 
 

WINDOW THAT OPENS WHEN YOU DO STEP #2 LISTED ABOVE 
 
 

 
 


