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• Identify and prioritize school investments 

• Align school investments with Performance 
Metrics and school goals 

• Create budget scenarios to plan for potential 
funding changes 

• Prepare reports to facilitate discussions with 
School Site Council and other school 
stakeholders 

• Document school goals and budget priorities 

Purpose/Benefits 
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Login 

Enter your Single Sign On Username and 
Password (email) 

Click “Login” to Login 

1 2 

3 
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Go to the Budget Planning Tool at the URL: 

http://bpt.lausd.net 



Home, User Manual, Help Text, FAQs, and Logout 

Clicking “Home” will 
bring you to the 

Budget Planning page 

1 

In the upper right-hand 
corner, you will see a 

number of links 

Click “Help” to access 
the help guide 

2 

Click “User Manual” 
to access a step-by-

step instruction 
manual with screen 

shots 
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Click “FAQ” to see a 
list of frequently 

asked questions and 
answers 

4 

Click “Logout” to exit 
the Budget Planning 

Tool application 
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Budget Planning Page 

This is where most of the planning will take place. Continue on to learn about each section. 
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Review Minimum Staffing Requirements 

- The Minimum Staffing Requirements section shows the minimum resources needed to operate your 
school, based on norm staffing ratios. 
 

- The Minimum Staffing Requirements represents resources you cannot supplant. 
 

- This section shows the 2013-14 resources for your school. 
 
-All resources in this section are resources paid for with Unrestricted funds (13027 funds). 
 

-The FTE calculation displayed in this section is based on the Type/Description of the budget item; it will 
not take into account the portion of the resource that may be “Shared” with another location or school. 
 

- You cannot make changes to this section. 
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Review Recommended Resources 

 -The “Recommended” section displays items that are recommended for your school. You do have some flexibility over 
whether you want to include these items in your budget.  
 
-If a Recommended resource is not fulfilled (i.e., the number of FTE funded with unrestricted funds is less than the 
recommended number of FTE), the row will indicate that you are fulfilling only part of the recommendation via the # 
“FTEs” and “Fulfilled” columns. You may not supplant the “Unfulfilled” resource by purchasing it with categorical funds.  
 
-Resources identified as Recommended will have a default priority of “1” and will also be labeled as “Rec.” You may 
change the numeric value for priority and these resources will be sorted accordingly. You will not be able to change the 
“Rec” value.  
 
-The FTE calculation displayed in this section is based on the Type/Description of the budget item; it will not take into 
account the portion of the resource that may be “Shared” with another location or school. 
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Review Total Budget 

-The Program 
Name column lists 
your funding 
programs for the 
selected location 
code. 

1 
- The Funds column lists the 2013-14 allocation for each 
funding program 
 

-The Budgeted column shows the sum of the budgeted 
dollar amounts for each program as identified on the Budget 
Planning page. 
 

-The Remaining column shows the amount of money left in 
each funding program, after the budgeted amount has been 
subtracted from the amounts in the “Funds” column. 

-The Exceeds Indirect Limits 
column will indicate whether 
the items you have budgeted 
exceed the indirect spending 
limits for Title I, EIA-LEP, and 
EIA-SCE. 
 

-Click on the link in this column 
or the View Direct/Indirect link  
below this section to see more 
details. 
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4 -You may modify the “Funds” by clicking on the “Edit Funds” link below the Total Budget 
section. This will take you to a new screen (see next page)  where you may edit the funding 
amounts for any of the programs, based on what you expect to receive for the upcoming 
school year.  



Edit Funds 

Click the “Edit” link to 
edit the funds 

1 

2 

Clicking on the “Edit Funds” link 
below the Total Budget section will 
bring you to this page where you 
may edit the funding amounts for 

any of the programs 
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Enter the dollar value 
you expect for you 
school, then Click 

“Save” to save your 
work 
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View Direct and Indirect Restrictions 

 
 
 
-The Budgeted columns 
show you how much you 
have selected to budget for 
direct and indirect 
resources for your school. 
 
- A message will be 
displayed in the “Total 
Budget” section when the 
funds budgeted for indirect 
school costs exceed the 
funds available for indirect 
school costs. 
 
 

 

The Funds columns 
show the available 

funds for direct and 
indirect spending 

2 

3 
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1 
Clicking on the “View Direct/Indirect” link below the Total 
Budget section will bring you to this page where you may 
view details of your direct and indirect budget selections 



Review Budget Lines 

-Your budgeted items will be pre-populated in the School Budget Planning Tool.  
 

-All items, including the Minimum Staffing Requirements, Recommended resources, and any additional budget items 
will be included. You will be able to edit budget items in this section. Edit capabilities include adding Performance 
Metrics, comments, or priorities to any item.  
 

-For details on the content of each field, please refer to the Help Text available from the “Help” link at the top of the 
Budget Planning Tool. 
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Edit Existing Budget Items 

The lower section shows 
your existing budget items 
and any new budget items 
you add. 

1 Click “Edit” to access the edit screen 
where you can make changes to your 
budgeted item and assign 
Performance Metrics or comments.  
You can also choose to exclude the 
budget item from this year’s budget 
by changing the Purchase? option 
from Yes to No 

2 You may also edit the 
Priority by typing your 
new priority in the text 
field on the Budget 
Planning page and 
clicking “Save” Your 
budget items will then 
be re-sorted 
automatically by 
Priority.  
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Edit Existing Budget Items (cont.) 

You may change the Purchase? 
option (Yes to include, No to 
exclude an item from your 

budget) and the Priority level. 

1 2 

Click “Close” to 
continue. 
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You may identify whether the 
item is a Shared Resource, 

assign a Performance Metric, or 
add Comments. When you 
check the Shared Resource 

check box, you can identify your 
school’s share of the resource, 
which will adjust the Budgeted 

amount for your school 
accordingly.  

Be sure to click the 
“Save” button in the 
upper section to save 

your changes. 
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Add New Budget Items 

To add a new budget 
line item, click the 
“Add New Budget 

Line” button 

1 
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Add New Budget Items (cont.) 

-Select the Type and Description of the item you wish to include 
- If there is an average cost available for an item, the Budgeted Cost will be 
automatically populated 
-Otherwise, enter the Cost of the new item if the Cost defaults to $0 
-You can also enter the Priority of the item 

1 

After you’ve selected and saved 
the Type/Description in the 
upper section, click on “Add 

New Funding Source” to identify 
your funding. 

4 
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2 You may identify whether the 
item is a Shared Resource, 

assign a Performance Metric, or 
add Comments. When you 
check the Shared Resource 

check box, you can identify your 
school’s share of the resource, 
which will adjust the Budgeted 

amount for your school 
accordingly.  

Be sure to click the 
“Save” button in the 
upper section to save 

your changes. 
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Add New Budget Items (cont.) 

1 

Identify the funding 
percentage and then 

click “Save” 

2 

Select the Funding Source  
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Click “Close” to 
continue 

3 



Multi-fund a Budget Item 

Click on “Add New 
Funding Source” to 

add another funding 
source 

1 

Your funding 
percentages must 

add up to 100% 

2 
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Multi-fund a Budget Item (cont.) 

1 

Identify the funding 
percentage and then 

click “Save” 

2 

Select the Funding Source  
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Click “Close” to 
continue 

3 



Filters 

The filter defaults to 
“Hide Minimum 

Staffing 
Requirements” 

1 

2 To show all of your 
resources including 

the Minimum Staffing 
Requirements, select 

the “All” filter 
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Calculate Scenarios 

Adjust the scenario 
percentage using the 
up or down arrows 

1 

2 Click the “Calculate” 
button to calculate 

the percentage of the 
Status Quo Total 

Allocation 

You may want to create budget scenarios to plan for different potential funding totals. 
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Calculate Scenarios (cont.) 

After calculating the 
scenarios, budget 

items will be sorted by 
priority and shaded 

according to scenario 

1 
Budget items that 

would be included in 
scenario 1 are 

shaded in green 

3 Budget items that 
would be included in 

the status quo 
scenario are shaded 
in green, blue, and 

pink 

2 Budget items that 
would be included in 

scenario 2 are 
shaded in green and 

blue 

Budget items shaded in 
white will not be 

included in any budget 
scenario 
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Reports 

To get to the Reports 
page, click the 

“Reports” tab at the 
top of the page 

1 
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Reports (cont.) 

On the Reports page, 
click the link for the 

report you would like 
to generate 

1 The Full Data Report 
will include all of your 

budget data as 
identified on the 

Budget Planning page 

2 
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Reports (cont.) 

If prompted, enter 
your user name and 

password (Single Sign 
On) in the format 
displayed here. 

 
Note: You will need to 

enter 
“lausd\first.lastname” 
in the User name field. 

1 

Click OK to generate 
the report 

2 
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This is the Login for the Internet Explorer browser. 



Reports (cont.) 

If prompted, enter 
your user name and 

password (Single Sign 
On) in the format 
displayed here. 

 
Note: You will need to 

enter 
“lausd\first.lastname” 
in the User name field. 

1 

Click Log In to 
generate the report 

2 
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This is the Login for the Google Chrome browser. 



Reports (cont.) 

Click “Open” to open 
the report or click 

“Save” to save a copy of 
your report. 

1 
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Reports (cont.) 

The “Budget Performance Metric 
Report” shows your school’s budget 
data, organized by the Performance 

Metric you have assigned to each 
budget item. This report will only 

include items with “Yes” identified in 
the “Purchase?” field. 
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The “Total Budget Report” 
shows the information from 
the “Total Budget” section of 
the School Budget Planning 

Tool. 

The “Budget Item Type Report” 
shows your school’s budget data, 
organized by line item type, such 
as 1 Position, 2 Other Salary, and 
3 Non-Salary. This report will only 

include items with “Yes” 
identified in the “Purchase?” field. 

The “Funding Program Report” 
shows your school’s budget 
data, organized by funding 
program. This report will only 
include items with “Yes” 
identified in the “Purchase?” 
field. 



• The tool is pre-populated with your school’s 
budget data 

• If you have access to School Front End, you 
will have access to the Budget Planning Tool 

– If you do not have access, please send an email to 
Saman.Bravo-Karimi@lausd.net 

• Include your name, employee ID number, and school 
location code(s) so that you can be added as a user.   

 

Things to Note 
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• Budgeting for Student Achievement (BSA) 
Website: http://bsa.lausd.net/ 

• Comments? Feedback?  

– Visit  the BSA website and send us your comments 

• http://bsa.lausd.net/feedback-form 

 

Additional Information 
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