
Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/go/reader_download. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/go/acrreader. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.





BUD-2 Revised 04/2016 


Update Existing Department ID - Instructions 
 
This form updates ChartField Values, which is the official record of 6-digit Department IDs 
and designations in OMNI. 
 
If the same change is being made on multiple departments, only one form is needed. If 
different changes are being made to multiple departments, separate forms should be used.  
 
 


Drilldown to ChartField Values screen in OMNI Financials: OMNI Financials > Set Up Financials/Supply Chain > 
Common Definitions > Design ChartFields > Define Values > ChartField Values > Department 


    
 


1. Department ID Description: This is the official title of the 6-digit department ID. (max 30 characters) 
 


2. Short Description: This is an abbreviation of the Department ID Description. (max 10 characters) 
 


3. Division:  Indicate one of the University divisions: Academic Affairs, Central Administration, Finance & Administration, 
Research, Student Affairs, or University Advancement.  


 
4. School/College:  For example, “College of Arts and Sciences.” 
 
5. Area: For example, “Biological Science.” 
 
6. Purpose/Mission:  Give a specific explanation of the type of activity for which this department id is being requested.  


Any additional supporting documentation that can clarify the use of the new department ID is helpful. 
 
7. Dean/Director/Department Head/Chair (DDDHC) and Budget Manager:  This section indicates who should be 


listed as DDDHC and Budget Manager. Each department must have only one DDDHC and one Budget Manager. The 
responsibility of the department ultimately lies with the DDDHC; however, the Budget Manager is the official contact 
for financial matters and has the responsibility for monitoring activity on the department.  


 
8. Authorized Signer:  This section indicates who should be listed as an Authorized Signer. Each department may have up 


to six Authorized Signers. If the department has more than three Authorized Signer changes, please include an 
attachment or a second form. 


 
9. Hyperion Salary Preparer: This person is responsible for maintaining and updating salary/position information for the 


operating budget requests in Hyperion. 
 
10. Hyperion Budget Preparer: This person is responsible for entering operating budget requests in Hyperion. 
 
11. Contact Person: The person who can be contacted, should there be any questions related to this request. 
 
12. DDDHC Approver: All updates must be signed by the Dean/Director/Department Head/Chair as listed on the 


ChartField Values screen in OMNI Financials. If the DDDHC is being updated, the form should be approved by the 
appropriate Dean.  


 
 
 
 
Instructions on how to create an electronic signature can be found on the Controller's website at: 
http://controller.vpfa.fsu.edu/sites/default/files/media/vid/Software/Adobe_Products/Adobe%20Signature.mp4
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Update Existing Department ID
Department ID(s)*
(For multiple departments, list a range of departments, list them out separately if they are not in sequence, or add an attachment.)
1.
Department ID Description (30 characters)
2.
Short Description (10 characters)
3.
Division
4.
School/College
5.
Area
6.
Purpose/Mission of Department
7.
8.
9.
10.
11. Contact Person for this Update
Phone#
12. DDDHC Approver*
Signature
Date
(All updates must be approved by the DDDHC listed on ChartField Values in OMNI Financials)
*Required
BUD-2 Revised 04/2016
Processed By:
Date:
Please return to the Budget Office (fax: 4-9622, 
budget@admin.fsu.edu
, or MC: 1360)
Only complete items that have changed. If the same change is being made on multiple 
departments, only one form is needed. If additional space is needed, please include an attachment. 
For questions, contact the Budget Office. For complete instructions, see attachment.
Budget Office Use Only
Dean/Director/Department Head/Chair (DDDHC) and Budget Manager: there must only be one.
Name
Signature
Employee ID
New DDDHC
New Budget Manager
Authorized Signer: there may be up to six Authorized Signers. Signature are only required for additions.
Name
Signature
Employee ID	
Add/Delete
Authorized Signer
Authorized Signer
Authorized Signer
Salary Preparer: there may be up to three Salary Preparers. Signatures are only required for additions.
Name
Signature
Employee ID
Add/Delete
Hyperion Salary Preparer
Hyperion Salary Preparer
Hyperion Salary Preparer
Budget Preparer: there may be up to three Budget Preparers. Signatures are only required for additions.
Name
Signature
Employee ID
Add/Delete
Hyperion Budget Preparer
Hyperion Budget Preparer
Hyperion Budget Preparer
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