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Before You Begin...

Background Info

n fall of 2008, UBC embarked on a review of the Consolidated Budget Process and conducted
I in-depth interviews with the executive, administrative staff, faculty finance officers, faculty

staff representatives and departmental staff about their concerns with the current budget process
and software/system. It was identified that the existing processes and systems including budgeting
and management reporting did not meet the needs of the campus community.

The objective of this project is to implement new university wide budgeting processes and systems
that meet Budget Office as well faculty and departmental requirements. The implementation phase
began in mid-November 2009 and is expected to run until October 2010, in time for the 2011/12
budget cycle starting in October 2010.

Other References

This tutorial guides you through some of the features of the Budgeting System. However, complete
details can be found in the Campus-Wide Budgeting System User Manual.

Stay up to date with the goings on of the Titan/Atlas Project by visiting this website regularly -
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html

You are always welcome to send e-mail to the team, at budget@finance.ubc.ca
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Getting to Know the Campus-
Wide Budgeting System

What will you learn in this lesson?

Some of the most important concepts that define the data you see and work with.
A few technical concepts to help you get acquainted with the system itself.

The high level view of the end-to-end process.

How to launch the Campus-Wide Budgeting System.

How to navigate through the Budgeting System’s workspace.

Manipulate the workspace “real estate”.

Open the application called “Planning”.

YV Vv VY Vv ¥V V VYV V

Working with Scenarios and Versions; what they mean to your planning exercise.

First Thing’s First — Understanding how
the System Works

SOME BAsIC CONCEPTS

Dimensions

Dimensions are structural elements of an application that describe and hold data. Dimensions
provide perspective on the data being analysed. The main dimensions used for Planning at UBC are
Scenario, Version, Account, Entity, Year, Period, Project Grant, Fund and Program Code.
Dimensions and combinations of dimensions define a Point of View.
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4 | Chapter 2 - Getting to Know the Budgeting System

Dimensions represent categories of data. For example, when you enter budget data in a plan you
must identify what item you are budgeting. Budget items such as travel expenses and salary
expenses are in Account dimensions. You must also identify the time period for each item. Time
items such as current quarter and next quarter are in the Period dimension.

Scenario and Version Dimensions

You can use the scenario and version dimensions to create individual plans that can be reviewed
and approved. For each entity, the scenario and version combination contains its own set of data for
accounts and for other dimensions.

After entering entity data for scenarios and version you can submit or promote the data to other
users for review and approval. The intersection of entity, scenario and version is referred to as a
Planning Unit.

Working with scenarios enables you to group data and to place each data group in a separate plan
with its own review cycle. Scenario describes the type of plan data (such as budget, actual or
forecast) and the time span that the plan covers. For example, your organization might require a
one-year revenue plan and a three-year revenue plan. The plans might be prepared by different
users and follow different review paths. For this purpose, the unit’s administrator can create two
scenarios — Current-Year Revenue and 3-Year Forecast.

Scenarios are assigned start and end years and periods. You can enter data into data forms only for
scenarios that are within the start and end range specified by your administrator. The scenarios used
in the Campus-Wide Budgeting system are: “Plan”, “Forecast”, “Long Range Forecast” and
“Actuals (ACT)”

Access rights to scenarios are assigned by your administrator. If you do not have access to a
scenario, you cannot enter data on a data form for that scenario.

Versions allow for flexibility and iterative planning cycles. For examples, your application can
have 4 versions — “define”, “approve”, “working”, and “draft”.

At any given time there are several combinations of Scenario and Version accessible to users. For
example, at the end of Q2, FY10 (September 2009) the following combinations are available:

FY09 FY10 FY11 FY12 FY12

Actuals Approved Approved Approved - - - -
Plan - - Approved Working - - -
Forecast - - Working - - = -

Long Range - - Working  Working Working  Working Working
Forecast
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Account Dimensions

This dimension specifies the FMS account for which data is to be entered budget planners.
Examples of accounts are “Sales and Services (add account #)” and “Travel (add account #)”. (Add
hyperlink to Hyperion / FMS accounts — not yet available).

PG Dimensions
This dimension specifies PG from FMS. PGs are generally in the following format 12212345.

Entity Dimensions

This dimension specifies the organizational structure. The main structure is based on the FMS
AllDeptids Tree. Alternate structures are also available (e.g. by campus). Because account codes
and department codes in FMS are in the same format and sometimes overlap, the departments in
Hyperion have been prefixed with a “D”, e.g. D321000.

Year Dimensions

This dimension specifies the fiscal year for which data is to be collected from budget planners.
Examples of Year are FY10, FY11.

Period Dimensions

This dimension specifies the month for which the data to be collected from budget planners.
Examples of Period are April, May.

Fund Dimensions

This dimension specifies Fund for which the data is to be collected from budget planners. Examples
of Funds are G0000, R3554.

Program Code Dimensions

This dimension specifies the Program Code for which the data is to be collected from budget
planners.

Contact Information
budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html

a place of mind
THE UNIVERSITY OF BRITISH COLUMBIA




6 / Chapter 2 - Getting to Know the Budgeting System

Members

The elements that compose a dimension are called members. Members are discrete components
that, in combination with other members, form a dimension. For example, UBCO and UBCV are
members of the Entity dimension.

Data is entered at the base-level of the member, not the upper-level member of the dimension. In
other words, you can enter data in the lowest level child member. All parent-level members are
read-only. See the Genealogical Relationships section for more details.

A dimension may have multiple members. Some of those members can have their own “child”
members. The values of the parent-level members are aggregated from the values of their children.

Genealogical Relationships

The entire system functions on the parent and child relationship and the point of view premise. The
members of a dimension are arranged into hierarchies.

Members that have members under them are known as “parent” members. The members
immediately below a member are the children of the member that is directly above them. Members
that have the same parent are known as “siblings”.

Parent of Fiscal Year —»= Period
Parentof QTR 1 and QTR 2—= Fiscal Year -s— Child of Period

QTR1 | Children

of Fiscal

Parent of July and August —= QTR 2j Year

July | Children

August J( of QTR 2

Points of View

A point of view (POV) defines the context of the data. A POV defines what data will be retrieved
from the database and displayed on the data form. A POV is made up of intersecting data elements,
such as Department, PG and Program Code, to give context to the data.

View Favortes Tools Administraton Help

i Yoooe | B E P E dERBEDE =R

il
| A0000 - Anc payroll accrual ;I@ I D310100 - Capital Assets Adjustments ;I@
e
| 10EE3100 - Agric Econ-Grad Resh =1[#] [ oroea - January 04 Event 4 BEY
e T el
e ———

Forecast
Warking

#pril May June July fAugust | September | October | Movember | Dece

595000 - Employee benefit-Other

FIGURE 1: The combination of the selected data elements (dimensions) gives context to the data on the page.
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Examples of points of view:

Example 1 Example 2
Scenario Act Scenario Plan
Version Approved Version Working
Fiscal Year FYQ09 Fiscal Year FY11
Period Apr, May, Jun Period QTR2
Department D321000 Department Faculty of Arts

Users select the dimensions that will make up the point of view for the selected data form to work
with.

For more information on POVs, refer to the Campus-Wide Budgeting System User Manual.

SOME TECHNICAL CONCEPTS

Elements of Data Forms

You use data forms to enter data. The elements on the data form enable you to navigate the form
and to select and enter data. You may enter or edit data only when your system user profile has the
security privileges, as set by the unit’s systems administrator.
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Menu
bar

Fie Edt View Favortes Toos Administration Hep Toolbar Weicome Louise | Log Off ORACLE
A B e Yo | HOE A0 @0 ; seorcn I
UBCPian = —
Points of
—=7 AB000 - Anc payroll accrual V|t D810100 - Capital Assets Adjustments §
| 9 Forns Page | View
5 ALF 10E83100 - Agric Econ-Grad Resh v #5 - Program # 5 v|[®
26 I 2009/10
P 3. Long Range Fcst Forecast
B 4. Workforce Workin:
B 5 Test Ll
P April May June July August September | October | November | December 1
- it ol
598000 - Employee benefit-Other P ~
595200 - Employee ben-Fac staff tuit
598300 - Employee benefit-Insurance
598400 - Employee benefit-Hourly ps
598500 - Employse benefit-Overtime
3 599000 - Employee benefit cost redy |
B <Caiculste Data Form - Account py
BENEFT - E-Benefits 1
=S Y " Enabled data
BLOCON - E-Building Construction f entry cells
- Building Construction (A) T

830000 - Computer hardware f I
830101 - Computer hardware-CPU
830102 - Computer hardware-Morg

830103 - Computer hardware-Fri e -/ll \

< *|< \

Lo 5| Read-Only cells

i Explore: ftan... L 4 UBCPian - Ent

|

Active
applications

Use of Colours

The systems administrator sets up data forms to show certain dimensions and members, reflected
by the row, column headings and Point of View. Cells display the data for the selected members.
Background colors indicate:

TABLE 1: There is special significance to the colour of the cells on the data form.
COLOUR INDICATION

Pale Yellow Default, database value

Highlighted Yellow | “dirty” cells, whose values changed but are not yet saved

Light green read-only cells

Tan locked cells

Teal cells having supporting detail
Data Forms

Data forms are spreadsheet-like grids with rows and columns into which data can be entered. They

reside inside folders. When you select a folder a list of data forms is displayed in the view pane and
in the content area.

From the list of data forms, open a data form by selecting it from the content area or the View pane.
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File Edit ¥iew Tools Help PE|FfLESmREmE =7 B2 DR
Select Data Form
Folders Data Form escription Instructions
. Account Input with History - Fost
% ancillary Overhead - Fest
J Balance Sheet Input - Fest
i 2. Plan General Expense Input - Fost
7 3. Long Range Fost General Expense Input SupMissData - Fost
i 4. workforce Research Overhead - Fost
= -
5. Test i Revenue Summary - Fest
[y
List of data forms available
for primary form selected
displayed here
Data Farms in 1, Forecast and here,

f: Account Input with Histary - f
i) ancillary Overhead - Fost

i1 Balance Sheet Input - Fost
f: General Expense Input - Fost
f: General Expense Input SupM
i Research Overhead - Fost

f:- Revenue Surnmary - Fost

F3 Search: l:l NS

Business Rules
Business rules can be launched directly from Planning or they can be associated with data forms.

Users who have data-entry privileges on a data form can see and launch only the business rules to
which they have access (based on security settings of user profile), regardless of the number of
business rules attached to the selected data form. Some business rules launch automatically while
others prompt the user for input when they are launched.

NOTE: Some business rules must be run in a certain order. For example, if launching both a
currency conversion business rule and a sub-total business rule, the currency conversion business
rule must be launched before the sub-total rule.

Working with Multiple Applications

You can open several applications simultaneously — or the same application multiple times — and
navigate among them by clicking their names on the tabs at the bottom of the content area window.
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- T‘h”)_\ ' \.--f"'.-\.._-'—m-,n.—ri']'lﬁ\f.,f"\ o

226,531

-

469 1,596 2,356 409 1422

1,299 3,069 7,968 -3,744 1,445

339 1s0 240 34 448

,.F\-\.g,

3,652

640 12,156

ﬁ_____\/Open applications

UBCPlan - Ent...

10,000-foot View of the End-to-End
Process

Every user of the system will use this system in different ways and for different purposes but all for
the common goal of defining, refining and managing the university’s budget.

The following process flow illustrates the high level view of the overall process of working with
the system.

Select an Select a Pl Select a fold Select a form, e.q. Select the Perform action,
Lagin s application, 2.g. [ T a: EISE:I-Ian e: Enr?merl |- Ancillary = dimensions, e.g. |- e.g update data,
UBGPlan ¥pe, &.9. 9 Overhead FY. Dept, PG... transfer funds, etc

Of course, once inside the system we go from the 10,000-foot view to the more granular activities.
Some of those activities include, but are not limited to:

» Viewing data » Update plans

» Updating data » Record funding changes

» Running business rules » Consolidate data by portfolio

» Transferring funds from one unit to »  Set system preferences
another > View task lists

> Requestapprovals »  Attach supporting documents

»  Create budget plans > FEic.

> Set forecasts
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This tutorial covers only a very small exemplar of what we can do in the CWBS. The Campus-
Wide Budget System User Manual is a complete reference guide to the system’s features.

Exercise 2-1 — Launching the Campus-
Wide Budgeting System

Every UBC staff member authorised to work in the Campus-Wide Budgeting System (CWBS) has
access to the system via the UBC Portal (CWL).

Any user wishing to work in the Campus-Wide Budgeting System must first log in to CWL (For
training see #2 below). Once logged in, click the link to the Campus Wide Budgeting System in
the Management Systems portal.

“THE UNIVERSITY OF BRITISH COLUMBIA FINANCE AND HUMAN RESOURCES

Management Systems Portal Tue, 10l 13, 10 Home Sian out

lnpplil:alinns Recruitment Self Service Training Resources UBC Development  Administration My Links |Select One: -

Personalize: Content Lavout

Support and Troubleshooting = W Financial Applications Homa -] HRMS Applications Home 2 5=

. . = FMS Live = HRMS Live
Far links t0 training materials, access forms and other resources, #ccess UBC Financial Management System #ccess UBC Human Resources Management System
click on the Resources tab above or click here
To enter a work regquest, please go to the Management Systems = FMS nQuery (FMIS on the Weh) = HRMS Reporting
wintk request wehsite Reporting tool for financial administrators Reporting version of the UBC HR system (read-only)

If you're having problems, please visit the Support and FAQs ~ ~
website. Online Cash Receipts

Enter cash deposit information anline

My Test Nav Collection =2 B
For problems not addressed above, or for more detailed y =
assistance, please send a request to peoplesoft supporti@ube.ca. — Endowment Reports E Work Request System
Reports t@ Ertter Management Systems work requests for system bug fixes and
enhancements
5 — =
Budgeting Applications Home -] = Over/linder Reports
= Budgeting Live \igw over/under-expenditure reports by department and faculty = EMS noue
17— acoess UBC erterprise-ide budgeting system. FJJMS Guery
= Month End Reports
Several month end summaries
UBC Financial Dashboard = B
Error getting content = Summary PG Statement
9 9 Statement of Revenue/Funding, Expenses and Commitments for

PrajectiGrant (PG)
Flease contact your System Administrator.

= Tricouncil Reports DeptiD
ption. Tricouncil Reports by DeptlD
Detailed ervor deserinton NSERC, SSHRC and CIH reports by Department

= Tricouncil Reports by PG
MNESERC, SEHRC and CIHR reports by PG

EMS Reports Libral
E A listing, with detailed descriptions, of queries and n'ision layouts that
you can use 1o hel manage your day to day operations and reporting

= Hynerion
' Hyperion Applications -

| [ [ | 3/ mternet [®100% - 4

Scenario: It’s quite simple really! You can’t use the Campus-Wide Budgeting System without launching it
(to start it up, in other words)!

Prerequisite: You must be authorized to use it and you must have your own valid user id and password.
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1. Open Internet Explorer. NOTE: You must allow pop-ups and if asked
for access to your clipboard, click Yes.

2. TFor the purposes of training, type in the following URL:
http:/ /digby.adm.ubc.ca:19000 /workspace /index.jsp.

3. Press the Enter key. The portal’s Home Page opens.
4. Enter your user name and login from the Training LLogin Sheet
5. The Budgeting System’s Home page opens.

= Oracle Enterprise Performance Management System Workspace, Fusion Edition - Windows Internet Explorer S
@:—; - |g, http:ffthames. adm.ubc.ca: 19000fworkspacefindex. jsp V| +2| X | | |-

——— — - = »
w ok [88[' [‘ Oracle Hyperion Planning, Fu... } & Oracle Enterprise Perfor.,. l l ﬁ - B = v |:hPage ~ () Toals -

File Edit View Favorites Tools Administraton Help

Welcome Louise | Log OFf ORACLE"

A B ™ Booe search )
UBCPlan (o] [x]
Data Form Description Instructions M~
2w Account Input with History - Plan
2 1. Forecast Ancillary Overhead - Plan
2 Pn Balance Sheet Input - Plan

General Expense Input - Plan

I 3. Long Range Fest General Expense Input Demo - Plan

9 4. workforce General Expense Input SupMissData - Plan

B 5. Test General Expense Input SupMissCata DEMO - Flan
[k Research Overhead - Plan

Revenue Sumrmary - Plan

B consolidated Income Statement Revie|

[ Project Grants and Programs

Search: l:l <H H:’ =

-

< | =
A UECPlan - Sel.

FIGURE 2: Usets’” Home page may be different for every user depending on individual user settings.


http://digby.adm.ubc.ca:19000/workspace
http://thames.adm.ubc.ca:19000/workspace/index.jsp
http://thames.adm.ubc.ca:19000/workspace/index.jsp
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Exercise 2-2 — Opening a Planning
Application

In the Planning component all data is processed inside applications. An application is a related set
of dimensions and members that meet a specific set of analytic or reporting requirements.

Scenario: Opening the planning applications (UBC has two applications; UBCPIlan and FundPlan).
Prerequisite: You must be logged into the system.

1. From the Home Page, click the Applications link.

2. Click the UBCPIlan application. This opens the budgeting workspace.
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Exercise 2-3 — Navigating the Content
Area (workspace)

Use the View Pane on the page's left side to view folders and data forms. To open a data form,
double-click a folder name, and click a data form's name. The data form opens in the content area
on the page's right side.

Enter Data - Account Input with flistory - Fost =}

ELEH
| 60000 - General Purpose Gperating v|#] [ D1z0900 - English | Ei
= Fage
=I& Forms | 12G09ADM - English Admin. v |#] | PC_DEFAULT - PC_DEFALLT - Default Program Code v
i 1. Forecast
i 2. Plan 2003/10
§7 3. Long Rangs Fest Forscast
0 4. Workforce Working
July August | September | October | November | December | Januar
~ 598500 - Employes benefft-Ove &
’ts," 599000 - Employee benefit cost =
"% BENEFT - E-Benefits
2,
© =~ Benefits (A) PP
G
BLDCON - E-Building Constru & “_r,Q
; ot
Data Forms in 1. Forscast ~IBuilding Construction (4} o W
Account Input with History - 850100 - Capital Infrastr-Surf] \kp
ancillary Dverhead - Fost T ¥
Balance Sheet Input - Fost ost Red-Cap Infr
General Expense Input - Fes 850200 - Cap Infr-Sewer & dr
850400 - Capital Infra-Electri
Business Rules for Account Irg 850500 - Capital Infrastructur: gz2 az2 s22 €
<Calculste Data Form - &
850600 - Capital Infrastructur

R

3
|

The window also provides several tools for selecting tasks and documents:
» Planning menus
» Planning toolbars

» 'The View Pane

Scenario: You may want to move around inside the application to see how things work, to get to know it a
bit before using it.

Prerequisite: The Campus-Wide Budgeting System must be running. That’s it!

1. In the view pane, click the Forms folder, and then the 2. Plan folder.
Open the data form General Expense Input Demo — Plan2. The selected data
form opens up in the content area.

2. The workspace is that large window that takes up most of the screen.

3. The area on the left of the workspace is the View Pane.
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= Oracle Hyperion Planning, Fusion Edition - Windows Internet Explorer,

<1 > d |J http!i/thames, adm.ubc, ca: 19000/HyperionPlanninglLaunchPlanningCentral jsp?Application=UECPlan Vl 2| X ‘ ‘ B~

Enter Data - General Expense I, ‘gupMissDats DEMO - Plan <
Folders
0000 - General Purpose Operating w | B | D120900 - English Vl -
- Go
=& Forms 12G09A0M - English Admin. v|#| [ PC_DEFAULT - PC_DEFAULT = Default Pragram Code ¥ |
i - z009/10 —
Project Grant
J Forecast - Program Code
i 4. Workfarce FY cu rrently Working Scenario
Totalvear I\ : .
H H il Ma June Jul August Septem
working with ! i ! i 2 2
Content Area i 9
“ICapital Infrastructure (A} 43 Version
AdJUSte r 830000 - Computer hardwafe 2,303 1,153 250
~\Camputing Equipment (&) 2,303 1,153 250 b |
#20000 - Equiprment 16 270
Data Forms in Forms ~Equiprnent purchases {4} 16 270
|7 Consolidated Income Stateme 810000 - Furniture 5,988
fj Project Grants and Programs T
—Furniture purchases (&) —\571 Accounts |
~ICapital expenditures (A} 13,237 Bt 520
3 713000 - Professional fees 137
Business Rules for General Expl | —Froressienal Fees (A) =
|7 I5Plan - Apply Historical Avers 512000 - Salaries-Faculty bar 5,234,822 403,728 412,566 412,566 512,016 412,286 41z,
ISPlan - Apply Historical 5 -
[P 1SPian - Apply Historical Seass —FFaculty Salaries (A) 5,234,822| 403,726 412,566| a12,566| s12,916| d4iz,288| 41z,
[7 1SPlan - TB Demo Clear Data 2
e e ) omea P EY=rr Py Py T
|7 1SPlan - User Aggregation - 15 < i sl | ]

[d Oracle Hypetion Planning, Fusion Edition

Fils  Edit ¥iew

Iil 9 - B o= v mkpage v (0F Tools -
Oracle Enterprise Performance Management System, L o

1% 4 Department [t

= ReE |/l RBEe =4 B8 |DE

FIGURE 3: Familiarise yourself with the different elements of the workspace.

4. To make more room for your work, you have a few options -

@)

o
o
How you nav

a cell. For ex
next cell in th

To hide or show the View Pane at the page's left side, click View and then View
Pane.

Click on the View Pane or Content Area Adjuster.
Click, hold and drag the view pane to resize it.
Click on the upper-right corner to maximize or minimize the content area.
igate depends on whether you have just clicked in a cell or are editing the contents of

ample, when you click in a cell, you can press the Right Arrow key to move to the
e row. When you are editing data in a cell, press the Tab key to move to the next cell

or click inside the cell with your mouse.

5. When clicking in a cell and not entering or editing cell data, to move:

o Forward, backward, up, or down, press the Right Arrow, Left Arrow, Up Arrow,

or Down Arrow key.

o To the next cell in the column, press Enter.

o To the previous cell in the column, press Shift + Enter.

UBC aplaceo

Contact Information
budget@finance.ubc.ca
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6. When entering or editing data in cells, to move:

(@]

Forward or backward within the cell data, press the Left Arrow key or the Right
Arrow key.

To the next cell in the row, press Tab or click in the next cell.
To the previous cell in the row, press Shift + Tab.
To the next cell in the column, press Enter.

To the previous cell in the column, press Shift + Enter.
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Exercise 2-4 — Collapsing and Expanding
Data Entry Areas and Forms

You can expand data forms and the data entry area—including the view pane—in several ways.

Scenario: You may want to move around inside the application to see how things work, to get to know it a
bit before using it.

Prerequisite: The Campus-Wide Budgeting System must be running. That’s it!

1. Open the Data Form General Expense Input Demo — Plan2.

2. Take an action:

» 'To resize: Click the View Pane's right border, hold and drag to resize it.

> To expand or collapse the View Pane: Click View and then View
Pane, or click, hold and drag the view pane to resize it.

> To hide or show the view pane: Click =l in the screen's upper-right corner. This button is
directly above the vertical scroll bar at the very right of the window.

Contact Information
budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html
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Exercise 2-5 — Selecting the Dimensions
to Work With

From a form, you can see the dimensions available for selection in the page view, change the drop
down selections as required and plan a PG. Certain dimensions will be predefined in certain forms
and modifications are not allowed (in the example below only 4 of the dimensions can be modified)

'P File Edit View Favorites Tools Administration Help

o i e T Epoe | B @ & s D = Y e mE®RE =S

UBCPlan
el

| A0000 - Anc payroll accrual ;I@ | DE10100 - Capital Assets Adjustments ;I@
e

[ 10E83100 - Agric Econ-Grad Resh B [ 01044 - January 04 Event A =] m|

Forecast
Working

April May June July August | September | October | November | Dece

598000 - Employes bensfit-Other

Scenario: Open the form “General Expense Input Demo —Plan2” and navigate to the PG you've been
assigned for Training (OOGTRAIN) in the DeptID on your Training Login Sheet.

Prerequisite: You must be logged in with your assigned training ID.

1. Log into Hyperion.
2. From the CWBS Home Page, open the UBCPlan application.

3. Open the Plan folder.
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|~ 2 Long Range Fst
§7 4 workforce

+| [ 5. Test

i 6. Other Wrkforce Forms
e

[ Account input with History - Plan
1 Ancilary Overhead - Plan

4. Open the form General Expense Input Demo — PlanZ2. Click Yes when the message appears
about the file being very large and could take considerable time to load.

# = % Explore
UBCPlan

Ele Edit Wew Favorites Tools

~| & Forms
7 1. Forecast

7 3. Long Range Fcst

4 Workforce

Help

Data Form

Account Input with Histor
Ancillary Overhesd - Plan
Balance Sheet Input - Plan
Genersl Expense Input - Plan

Genersl Expense Input Derno - Plan

Genersl Expense Input Derno - Plan2

Genersl Expense Input SupMissData - Plan
Genersl Expense Input SupMissData DEMO - Plan
Research Overhead - Plan

Revenue Summary - Plan

Description
- Plan

B Account Input with History - Plan

B Ancilary Overhead - Plan

[ Balance Shest Input - Plan

[ General Expense Input - Plan

[ General Expense Input Demo - Plan

B General Expense Input Demo - PlanZ

B General Expense Input SupMissData - Plan
B General Expense Input SupMissData DEMO -
[ Research Overhead - Plan

B Revenue Summary - Plan

.

from here

Select the form to
work with

-

or from here

5. Use the available drop-down menus to select the dimension included on your Training Login

Sheet.

DIMENSION

DATA TO SELECT

Fund

G0000

Department

(your assigned department as per the Training Login Sheet)

PG

00GTRAIN

UBC

=
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Contact Information
budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html

THE UNIVERSITY OF BRITISH COLUMBIA



20 / Chapter 2 - Getting to Know the Budgeting System

Program Code PC_DEFAULT

6. Click Go. This loads the Planning form for the Point of View specified.

What you’ve done and what it all means

This chapter showed you some of the key architectural concepts that give this system its power,
how to start the CWBS application and how to move around some of its components. Don’t be
afraid to try navigating around the system on your own; see what happens. The worse that could
happen is that an option may not become available from your current location. When you feel
confident, explore the following chapters.

Summary

>

The entire system is governed by a security architecture whereby every user’s profile
restricts what he/she can do in the system.

The CWBS interacts with other university systems, e.g. RISe, Position Management,
Viking, Student Information System, etc. The CWBS pulls data from these external systems
for financial planning purposes.

Dimensions, otherwise known as ‘categories’ describe and hold data. Dimensions are used
to define the context to the data entered and displayed, e.g. Project Grant, Fiscal Year,
Faculty, etc.

Scenarios group data and place it in separate plans with their own review cycles, e.g. Budget,
Plan, Actuals.

Versions are iterative planning cycles, e.g. Working, Approved, Draft, etc.

Members are lower level elements of a dimension that hold the data. Members may contain
other membets.

Data can be entered only in the lowest member level of the hierarchy.

A Point of View is the combination of a Scenario, Version, Fiscal Year, Department, and
Project Grant.
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Data is always entered on a Data Form.
Data forms reside inside the Forms folder.
The Forms folder is accessed from the navigation View Pane.

Some data forms can have associated business rules.

YV V VY V VY

A user role defines what that user can do inside the system, e.g. update data, run a business
rule, run reports, approve a plan, etc.

Contact Information
budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html
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Planning and Forecasting

What will you learn in this lesson?

» How to create your initial plan.
» How to update your forecast.

» How to seta long-range forecast.

Exercise 3-1 — Creating a Plan

Scenario: It is the beginning of November 2009. The Budget Office wants all departments to create their
financial plan for the fiscal year 2010/2011.

Prerequisite: The Plan has been seeded by the Budget Office and you must have the proper user
privileges.

1. From the left navigation View Pane in the application workspace click
Forms and then Plan. The system displays all the data forms available under
Plan.

Contact Information
budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html
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Ele Edit View Favortes Tc

Welcome TRAINO1 | Log Off ORACLE

# e % Expore

UBCPin 5l x]
_ Data Form Description Tnstructions| |
| § Forms. 2.: 1 Account Input with History - Plan
B 1. Forecast Ancillary Overhead - Plan
2 Pl Balance Sheet Input - Plan

2 3. Long Range Fcst
0 4. Workforce

General Expense Input - Plan
General Expense Input Demo - Plan
General Expense Input Demo - Plan? < 3

| 9 5. Test General Expense Input SupMissData - Plan
i 6. otner Wrkforce Forms General Expense Input SupMissData DEMO - Plan
P Research Overhead - Plan

Revenue Summary - Plan

2.

3 Account Input with History - Plan
[ Ancilary Overhead - Plan

[ Balance Shest Input - Plan

[ General Expense Input - Plan

[ General Expense Input Deme - Plan
[ General Expense Input Demo -P\anu.— or3
[ General Expense Input SupMissData
[ General Expense Input SupMissDatq
[ Research Overhead - Plan
O Revenue Summary - Plan

Searsh: o

-]

< >
&, HomePage 4 UBCPlan - Sel

Select the appropriate data form from the list. E.g. General Expense Input Demo — Plan2.
The system opens the selected data form in Edit mode if you are authorized to make
changes to the data therein. To know whether you can edit data on the form, some of the
fields will be a pale yellow.

Select the appropriate dimensions, e.g. Fund, Unit, PG, Program Code. Only members to
whom you have access appear in the drop-down menus. Once the selections are made,
click the Go button.

WARNING: It is imperative you take the time to ensure all dimensions are correct. Every time you
access this page, the system always defaults to the dimensions selected during your last session, and
thus, may not specify the correct dimensions for your new, current session.

Fle Edit View Favortes Tools Administration Help

B e s /B

= Explore

EE -

h B
UBCPlan

| 40000 - Anc payroll accrual =||#| | DB10100 - Capital Assets Adjustments

13
| 10EB3100 - Agric Econ-Grad Resh =/ ®]| | 0104aa - January 04 Event A L.
Farecast
i orking
April May June July August September | October MNovember | Dece
598000 - Employee benefit-Other

Drill down the list of accounts and until you reach the member (category) of the item for
which you want to enter data, e.g. “Salaries/Staff Salaries/541000”.

Locate the account to edit and select the cell for January.

Enter an amount in that cell, e.g. “1000” and press Enter. At this stage you can use simple
data entry or some of the tools presented above.
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| o000 - General Purpose Operating ;l@ | D121300 - Geography 3|
Flage| DOGTRAIN =] [ PC_DEFAULT - PC_DEFAULT - Default Frogram Cnda;l@ @
2009/10 2010411
Forecast Flan
Working Waorking
TEEEEr | o may | June | uly | August | september|october |November|December | January | February
Il sources of revenues (A) 5,639,000 | 5,700,120 =
“+Expense Budget (A}
*ICost of Sales (A)
“Faculty Salaries (A) 5,111,577| 425,810 425,810 425,510 | 425,810 | 425,510 425,510 425,810 425,810 425,810 425,810 425,810 |4
+ISessional Salaries (A) 1,200,679| 100,470 100,470|100,470 | 100,470 |100,470| 100470100470 100,470| 100,470 EH 100,470 |1
541000 - Salaries-Staff 356,013 29,484 | 29,484 29,484 | 20,484 | 29,484 29,484 | 29,484 29,484 29,4 1,000 0,484 B
541010 - Salaries-Fulltime staff S=—r
543000 - Salaries-Hourly staff
545000 - Salaries-Hourly student
546000 - Salaries-Staff Finders 872 872 87z B7Z 872 872 87z B7Z B7Z 872 872
547000 - Salaries-Overtime
549000 - Salaries-Staff cost reduction
SALSTF - E-Staff Salaries
~|Staff Salaries (A) 356,015 50,356 | 30,356 30,356 30,356 | 30,356 30,356 | 30,356 30,356 30,356 | 30,356 30,356
*I0ther Instructional & Research (A) -s,600|  -8,087| -,087| -8,087| -8,087 -8,087 -g,067| -8,087|  -8,087| -8,087| -8,087| -5,087
~ISalaries (A) 6,662,669 | 548,550 | 548,550 | 548,550 | 548,550 | 548,550 548,550 | 548,550 | 548,550 548,550 | 548,550 | 548,550 |5
Benefits (A)
+Travel Expenses (A) -3,483 3,854| 3,854| 3,854| 3,854| 3,854 3,854| 3,854 3,854 3,854 | 3,854 3,854
“lLibrary Acquisitions (A)
+IOperational Supplies & Expense (A} -15,888 10,025 10,025 10,025| 10,025| 10,025 10,025 | 10,025 10,025 10,025, 10,025| 10,025
“IGrants to Other Agencies (A)
“Professional Fees (A) 128 128 128 iz pi) 128 128 128 128 128 128
FMnbarnalhe Cantractad Sarieas {00

<

il

7. Click the Save button (). This updates the database with your budget change.

8. Dirill down the list of accounts and until you reach the member (category) of the item for
which you want to enter data, e.g. “Salaries/Staff Salaties/543000”.

9. Locate the account to edit and select the cell for December.

10. Enter an amount in that cell, e.g. “2000” and press Enter.

UBC
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File Edt View Favorites Tooks Help Welcome TRAINZS | Log Off ORACLE
 Explore 1 d A search [
UBCPlan =] [x]
i The dats has been saved. ] =
[ Guooo - General Purpose Operating =% [ or21300 - Geography =l [ oocTrRAIN
page| PC_DEFALILT - PC_DEFAULT - Default Program cﬂde;l@
2009/10 2010/11
Forecast Plan
Wiorking Wiorking
Totalvear | 5o may | dume | 3uly | August | september|october |Hovember | December |3anuary | February| maren |ZTotalvea
sl sources of revenues (A) 5,639,000 5,700,120 5,700,12 2]
*Expense Budget (A)
+ICost of Sales (A)
Faculty Salaries (A) 5,111,577| 425,610(425,610 425,810 425,010 |425,610| 425,810[425,810| 425,610| 425,810 425,810 425,810(425,610| 5,108,72
+Sessional Salaries (A) 1,200,673| 100,470(100,470 100,470 100,470 |100,470| 100,470|100,470| 100470| 100,470100,470) 100,470(100470| 1,205,64
541000 - Salaries-Staff 356,013 29484| 29,484| 29,484 29,484 29,484 29,484| 29484 2948d| 29484| 1,000 29484| 29484| 32532
541010 - Salaries-Fulltime staff
543000 - Salaries-Hourly staff 2,000 2,00
545000 - Salaries-Hourly student
546000 - Salaries-Staff Finders a7z 872 a7z 872 872 872 ar2 872 ar2 872 a7z 872 10,46
547000 - Salaries-Overtime
549000 - Salaries-Staff cost reduction -
SALSTF - E-Staff Salaries
—Istaff Salaries (A) 356,013 30,356| 30,356| 30,356 30,356 30,356 30,356| 30,356 30,356| 32,356| 1,672| 30,356| 30,356| 337,78
+I0ther Instructional & Research (4) -5,600| -8,087| -8,087| -8,087| -8,087| -8,087 -8,087| -8,087| -8,087 -8,087| -8,087| -8,087| -5,087 -97,03
=~ ISalaries (A) 6,662,669 | 548,550 546,550 | 548,550 | 548,550 |548,550|  548,550(548,550| 548,550| 550,550 520,066 548,550|548,550| 6,556,11
*Benefits (A)
+Travel Expenses (A) -3,483 3,854 3,854 3,854| 3,854 3,854 3,854 3,854 3,854 3,854| 3,854| 3,854| 3,854 46,24
= o - |
K

11. By clicking the Refresh button ( The system presents a message about unsaved data.
Accept the change to continue. The form will refresh with the latest version of the
database.

(= Oracle Enterprise Petformance Management System Workspace, Fusion Edil dows Internet Explorer =IOl x|
] hitp:dighy. acm ube. ca:1 9000 fworkspacs/index.jsp | &
p Fle Edt View Favorits Took Help e
W A B TEoee | B ®E
UBCPlan ]
i The dats has been saved, (%] A
Re [ Goo00 - General Purpase Operating ;I@ [ D120600 - Classical, Near Eastern & Reli x| [ 00GTRAIN =] [ rc_perauT =]
2009/10 2010/11
Forecast Plan Current Year
Working Worki
Totalvear | may | aune | uly | August [september| october |navember| December |1anuary |February| maren | ~TotaITea"
+all sources of revenues (A) 5,639,000 | 5,700,120 5,700,120 =
“Expense Budget (A)
+iGost of Sales (A)
+Faculty Salaries (4) 5,111,577 | 425,810|425,810|425,510|425,810 (425,810 425,510(425,810| 425,810| 425,810 425,810 425,810|425,810| 5,109,725
+igessional Salaries (4) 1,200,679| 100,470)100,470|100,470|100,470 (100,470  100,470(100,470| 100,470| 100,470 (100470 100,470|100,470| 1,205,642
541000 - Salaries-Staff 356,013 z0did| 20484 20484 2948d| 29d6d|  zadid| 29ded|  z9ded|  29ded| 1,000 zeded| 29ded| 25323
541010 - Salaries-Fulltime staff
543000 - Salaries-Hourly staff
545000 - Salaries-Hourly student
546000 - Salaries-Staff Finders a7z 872 672 872 872 a7z 872 872 672 872 a7z 872 10,463
547000 - Salaries-Overtime
549000 - Salaries-Staff cost reduction
SALSTF - E-Staff Salaries
~istaff Salaries (A) 356,013| 30,356 | 30,356 30,356 30,356| 30,356| 30,356 30,356 30,356|  30,356| 1,872| 30,356 30,356| 335,786
+iother Instructional & Ressarch (A) -5,600|  -G087| -8,087| -8,087| -8,087 -8,087 8,057 -8,087| -8,087| -8,087| -8,087| -8,087 -8,087| -97,039
~isalaries (4) 6,662,669 | 548,550 548,550 548,550 | 548,550 | 548,550 | 548,550(548,550| 548,550| 548,550 (520,066 548,550|548,550| 6,554,114
+Benefits (A}
+ravel Expenses (4) -3483 3,654| 3,854| 3,654 3,854 3,854 3,854| 3,854 3,854 3,654| 3,854| 3854|3854 46,248
HLibrary Acquisitions (4)
+loperational Supplies & Expense (4) -15,888| 10,025 10,025 10,025 10,025| 10,025 10,025 10,025 10,025|  10,025| 10,025| 10,025 10,025| 120,300
*iGrants to Gther Agencies (A)
*Professional Fees (A) 128 128 128 128 128 128 128 128 128 128 128 128 1,530
+iInternally Contracted Services (4)
+i3cholarships, Fellowship, Bur (4)
+Debt Servicing (4)
<
=l

ore T [@mene [Fa - [Rwon -

FIGURE 4: Notice how the $1000 remains after the Refresh but the removal of the $2000 is reflected in the form.
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Exercise 3-2 — Updating your Forecast
(self study)

Scenario: The fiscal year has now begun and new information is available to you. You may now update
your forecast for the current year.

Prerequisite: The University’s Plan has been approved by the Board and loaded as the starting point for
your forecast.

1. From the left navigation View Pane click Forms and then Forecast.
The system displays all the data forms available under Forecast.

2. Select the appropriate forecast data form from the list. E.g. General

Expense Input — Fest. The system opens the selected data form in Edit

mode if you are authorized to make changes to the data therein. To know
whether you can edit data on the form, some of the fields will be yellow. NOTE: Notice
how in the Forecast, the form is Read-Only for the closed months.

f;; | 0000 - General Purpose Operating =] [ D110200 - School of Arch and LS arch =] [ 00GTRAIN =] Points of i
N [ PC_DEFAULT - PC_DEFAULT - Default Fragram Code =] )‘ View
Plan Farecast
Approved Working
Totalear | o) May June July August | September | October | November | December | January | February
500000 - Budget pool-Expense = I I
501000 - Budget transfer-Expense
502000 - Budget Pool - GPO Revenue Open
610000 - Budget pool-Travel cells
ALOGPE - GPO Funding Allocation - Exp.
~ALOGPO Expenses (A)
499999 - Budget Balance Carry Forward = ~
508000 - Expense Budget Carried Forward
509000 - Budget-Prior year Read-only {— Open cells }—
CFWD - Carry Forward ) w/
~iCarry Forward (&) cells
~Expense Budget (A)
490201 - COS-General books
490208 - COS-General merchandise
490302 - COS-Faod
430306 - COS-Liquor
490400 - COS-Other
450403 - COS-Instructional program Ope n
490501 - COS-Electricity cel | s
490502 - COS-Steam
490504 - COS-Gas
490505 - COS-Sewage
490506 - COS-Water J .
4 | LIJ

FIGURE 5: Notice the Points of View are the same as chosen in the previous exercise of Creating Plan. Notice also the
closed and open cells.

3. Dirill down through the list until you reach the “Cost of Sales”, and account “490201 COS —
General Books”.

4. Click inside the November cell and enter “20000” and press Enter.

5. Click in another cell or press the Tab key to move to the next cell. The system changes the
colour of the edited cell to a highlighted yellow. Continue to make any and all changes
required.
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6. Click the Save toolbar button () to save the changes when finished making all your
changes. Once the changes are saved to the database the cell highlighting is removed.

Exercise 3-3 — Setting a Long-Range
Forecast (self study)

Scenario: You must forecast your unit’s financial plan for the next 3 years.

Prerequisite: None.

1. From the left navigation View Pane click Forms and then Long Range
Forecast. The system displays all the data forms available under Long Range
Forecast.

2. Select the appropriate forecast data form from the list. E.g. General

Expense Input — LRF. The system opens the selected data form in Edit
mode if you are authorized to make changes to the data therein. To know whether you can
edit data on the form, some of the fields will be a pale yellow.

3. By default the system displays columns of forecasts to be entered by fiscal year. To enter
detailed long range forecast amounts at a more granular level, such as monthly, expand the

fiscal year’s column by clicking the little sign inside the column’s heading.

| 50000 - General Purpose Operating v| iy 0120900 - E

12G09ADM - English Admin. w|#| [ PC_DEFAULT - PC_DEFAULT - Default Pre

2009/10 e 0110/11 2011/12 201213 20
ﬂotalYe{’ 1[T0)aIYear +Tatalvear | +Totalvear | £

595000 - Employee benefit-Other

598200 - Employee ben-Fac staff tuition ;:"Ck the + sign to
595300 - Employee benefit-Insurance expand the column

FIGURE 6: Notice how FY10 is Read-Only because the 1st year of the LRF is being populated by the current year
forecast.

4. Scroll through the list until you reach the account of the item for which you want to edit
data.

5. Locate the account to edit and select the period, or month, to change.
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Exercise 3-4 — Planning by Using a
System Function

In addition to Grid Spread, the system provides additional built-in functionality to make the
planning process more efficient and to make the information more useful. Refer to Appendix B for
a list of available options.

Scenario: You continue making adjustments to your budget using the various system options.

Prerequisite: Open the form General Expense Input Demo — Plan2 and ensure you select the proper
dimension members related to your training ID.

1. Adjust Feature

a. Scroll through the list of accounts and expand the “Building
Operations - Utllities” account.

b. Select the cell at the intersection of “April” and account “764000
— IT Rental — Telephone Equipment” under “Building Operations — Utilities /
Communications”.

c. Click the Adjust button () This opens a small window on the Data Form.

Contact Information
budget@finance.ubc.ca
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File Edit View Favorites Tools Help
fa -t Explore B & E
UBCPlan
| 30000 - General Purpose Operating ) ;I@ | 0121300 - Geography ;I
Page| 5ic A =l | 2. Click the Adjust ot Frogram cods =1 #] [ee
L button 2010711
Forecast Plan
Wworking Working
Tty Aapril May June July August | Septernber | October |Novemnber | December | Jar

+l0perational Supplies & Expense (&) -15,888 10,025| 10,025| 10,025 10,025| 10,025 10,025 10,025 10,025 10,025 1;|
*iGrants ta Other Agencies (A)
tProfessional Fees (&) 12a 128 128 125 123 1za 128 123 125
AlInternally Contracted Services ()
+IScholarships, Fellowship, Bur (A}
+Debt Servicing {A) 1' CIiCK in the

658501 - IT-Cellular telephonegtelecom target Ce"

764000 - IT-Rental-Telephone equipmel 47,2 3,997 a97| 3,007 3,997 3,997 3,997 3,997 3,997 3,997

764001 - Telecommunications

764002 - TT-1SDN I L =

764003 - IT-Interne|[By valus =] @ Increase by o | L 3. Specify your

764004 - 1T-Dats jjpm— ' Decrease by < parameters

764009 - IT-Ca ';

- T T
764012 - IT-Maintenan | | |
765000 - IT-Telephone-Long distanch 4. Click Adjust Data 55 55 55 55 55 55 55 =
] | >} toseetheresults — | _’l_I

d. Select the “Increase by” radio button and then enter “1500” (percentage is also
available). This represents $1,500. Do not enter the dollar sign ($) or the comma; just
the number.

e. Click the Adjust Data button. The new value is “5,497”.

Ele Edit View Favorites Tools Help Wielcome TRAINZS | Log Off OIR,

B = Explore B & £ Va

UECPlan
[ Goo00 - General Purpose Cperating @ | ©121300- Geography =
PagE| O0GTRAIN x| [ PC_DEFAULT - PC_DEFAULT - Default Program Code ;l@ E
2009710 2010711
Forecast Plan
Warking Working
Ty april May June July August |September | October | November | December | Jar
+0perational Supplies & Expense (A} -15,888|  10,025| 10,025 10,025| 10,025| 10,025 10,025 | 10,025 10,025 10,025 I;I
“+IGrants to Other Agencies (4}
“*Professional Fees (A) 128 128 128 128 128 128 128 128 128
#Internally Contracted Services (A)

+Scholarships, Fellowship, Bur {a) Result of Adjusted Data
+Debt Servicing [A)

658501 - IT-Cellular,telephoneitelecon

764000 - IT-Rental-Telephone equipme| 47, 5497 937 | 3,997 3,997 3,397 3,997 | 3,997 3,997 3,997

764001 - Telecommunications

764002 - IT-ISDH line expenses

764003 - IT-Internet connection

764004 - IT-Diata | o p e -
764009 - IT-Cable|[ By Walus | & ncrease by = e Mesel]
764012 - IT-Maint ' Decrease by
Adjust Data
55 55 55 55 55 55 55

765000 - IT-Telep - ] ;
< [ ] | _’I_I

£ Click Save ().

2. Cut, Copy Paste Features
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a.  Remain at the same intersection (the one with the data).

b. Click the Copy button () If the system asks you about allowing access to the
clipboard, say Allow Access.

o

Select the remaining months for account “764000” by clicking the first cell and

dragging the mouse to the last cell you want as the complete selection, e.g. from May to

March

d. Click the Paste button ( The remaining months have changed to “5497” and the
system calculates the total for the year as “$65967”".

File Edit View Favorites Tools Help Welcome TRAINZS | Log Off OR)
e % Exp Bl @ & Search
UBCPlan
[ Go0OD - General Purpose Operating ;I@ [ D121300 - Geography =] [ ooGTRAIN =
page| FC_DEFALLT - PC_DEFALILT - Default Frogram Cods <] # k
2010/11
Plan
Warking
april May June uly | August |September | octaber | Movember | December | 1anuary | February | march |=Totalvear
+Ioperational Supplies & Expense (A) 10,025| 10,025| 10,025 10,025 10,025 10,025| 10,025 10,025| 10,025 10,025| 10,025| 10,025| 120,300 =l
*IGrants to Other Agencies (A)
*Professional Fess (A) 128 128 128 128 128 128 128 128 128 128 128 128 1,530
“linternally Contracted Services (A}
+I5cholarships, Fellawship, Bur (A)
+IDebt Servicing (A}
658501 - IT-Cellular,tslsphoneatelscom
764000 - IT-Rental-Telephane equipment 5497| 5497 5497 5497| 5497 5497| 5497 5,497 5497| 5497 5497 5497 65,967
764001 - Telscommunications
764002 - IT-ISDM line expenses
764003 - IT-Internet connaction
764004 - IT-Data line-Miscellansous
764009 - IT-Cable
764012 - IT-Maintenance-Fiber
765000 - IT-Telephone-Lang distance 55 55 55 55 55 55 55 55 55 55 55 55 659
765001 - Telephone -30 -30 30 30 -30 -30 -30 -30 -30 -30 -30 -30 -360) |

e. Click save (IE).

3. Cell Text Feature

a. Select the intersection for ““TotalYeat” and account “764000”.

b. Click the Cell Text (E) button. This opens the Ce// Text? window.

a place of mind

THE UNIVERSITY OF BRITISH COLUMBIA

Contact Information
budget@finance.ubc.ca

http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html
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/2 Cell Text - Windows Internet Explorer o [=] 83
@ hictp: fkhames, adm.ube,ca: 19000/ HyperianPlanning/HspCelhote. pplication=LBCPlanaFor HHExp Input:

® Fund: COOD1 - Continuing Studies ® Entity: D124100 - Creative Writing ® Project Grant: DOGTRAIN &)

2010/11
Plan
Warking
Totalvear

[This is the Cell Text feature, Erter <] =
motes, if you like |

764000 - [T-Rental-Telephone squipment

-ILI

< | o

Dane [T [ [ [ [&intenet [Fa - [®00% - 4

c. Enter an explanation as to why you increased the Plan.

d. Click Submit. A flag now appears in the top right corner of the cell to indicate there is
text associated with the cell.

97 5,497 5,497

Notice the flag in the

corner of the cell

e. Click save (IE).
4. Add / Edit Document Feature
a. Click in the “March” cell for the same account “764000”.

b. Click the Add/Edit Document button () This opens the Add/ Edit Document
dialog window.

dit Docume b ernet Explore 8
& dm ubc. cai: ivperi pCellAttach jsp?Application=UBCH ® lantp |
Insert hyperlink to document or bronse to workspace to attach document.
(For Example, http:/7..)
nd: GOOOO - General Purpose Operating ® Entity: DI1S010 - General-Education ® Project Grant: 10640101 - General Adr
2010711
Plan
Warking
April
622000 - ther transport ( E) Browse button
==
<0 | m ] E3]
Done [d @ remet H100% v

c. Click the browse button ( ). The system opens the Se/ect window.
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L_Eh UBC_Project_Titan_Design_Docu..

WS Word File

< 10l ]

Look in: |@ Root Iz| =
Name Type Qwner [ Created
[E7 Sample Content Folder admin 218110 3:18 Ph
@ Shared Workspace Pages Folder admin 2/8/10 3:15 P
[ Titan Reportz Folder admin 6/8/10 9:36 A
[£7 Uzers Folder admin 219110 12:08 4
L} example Financial Reporti... admin 6/28/10 3:29R

admin

71510 1:58 PN

Mame: | UBC_Project_Titan_Design_Document_v0.2.docx

(g
Type | 2% All Files

ersion: | w1 - 7ISM0 1:58 PM

|
P
]

d. Select the file “Getting Started with Sample Content.htm” if it is there. If not is at the
root, continue searching through the folders to find any sort of document file.

e. Click the OK button in the Se/ect window or double-click the document file name. This
closes the Select window, inserts the filename of the selected document into the

Add/ Edit Document window.

f.  Click the Submit button in the .Add/ Edit Document window. This closes the window
and inserts a small flag in the top right hand corner of the cell. NOTE: The window
with the submit button may have been minimized when you clicked the “browse”

button.

5. To view the attached document, click on the cell, click the Edit menu and then the Open
Document sub-menu option. The system opens the attached document onto the screen.

6. Supporting Detail

a.  Scroll down to the “Travel Expenses”, then drill down to “Conferences Expenses”.

UBC a place of mind

THE UNIVERSITY OF BRITISH COLUMBIA
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Contact Information
budget@finance.ubc.ca

http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html
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b. Select the intersection of “July” and “624000 — Conferences - Accommodation”.

Click the Supporting Detail button (E) This opens the Supporting Detail window.
d. Add the title “NHL Awards” in the awaiting textbox that says “Untitled”.

e. Click the Add Child button. This inserts a new blank row (with the text “Untitled”
directly below the row with the text “NHIL Awards”.

f.  Enter the attendee name “Henrik Sedin” in the row that says “Untitled”. This creates
the genealogical hierarchy of the parent (NHL Awards) and the child (Henrik Sedin).

Supporting Detail

® Account: 624000 - Conferences-Accomodation ® Fund: GOO00O - General Purpose Operating @ Entity: 0110200 - School of Arch and LS Arch @ Project Gr

Code: PC_DEFAULT - PC_DEFAULT - Default Program Code
( [add child | $dd sibling | Delete |[Delete all| [Pramate [ Demote || Move Up |[ Move Down | [Duplicate Row:

2010/11
Plan
warking
July

NHL Awards I + -
Henrik Sedin [+ = ]
Total:

g. Click the Add Sibling button (to the immediate right of the Add Child button. This
inserts a new blank row, with the default text of “Untitled”, at the same hierarchical
level as Hentik Sedin.

h. Enter the attendee name “Daniel Sedin”. Henrik Sedin and Daniel Sedin are now
siblings under the parent “NHL Awards”.

1. Enter the rate of “1500” for each individual. Enter just the number, no dollar sign nor
separating comma.
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/2 Supporting Detail - Windows Internet Explorer =10l x|

& httpeffthames. adm. ubc.ca: 19000/HyperionPlanning/SupportingDetail, jsp? Application=LECPlan&Form=_Gener al+E xpense+Input+Demo+-+Planz&P:

-

Supporting Detail

® Account: 624000 - Conferences-Accomodation ® Fund: GO000 - General Purpose Operating @ Entity: D110200 - Sch
® Program Code: PC_DEFAULT - PC_DEFAULT - Default Program Code

&dd Child || Add Sibling || Delete || Delete All | | Prormote || Demote || Move Up || Mave Dawn | | Duplicate Row

2010411
Plan
Working
July
NHL Awards +.- 3,000
Henrik Sedin +| 1,500
Daniel Sedin [+ = 1,500
Total: 3,000
Refresh | | Save | | Cancel |

mn

4

|
[pone [ [ @ ntemet a v | m0e -

j. Click in the cell “NHL Awards” and then click Add Sibling. This adds a new row
under Daniel Sedin, but at the parent level.

k. Enter “Nights” in place of the text “Untitled”.

Contact Information
budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html
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L

3 Supporting Detail - Windows Internet Explorer

=10l x|

http:ffthames. adm.ubc. ca: 19000 HyperionPlanning) SupportingDetail jsp?Application=UBCPlan&Form=Gener al+Expense+Input+Demo+-+FPlan2 &P age=E000

-

Supporting Detail

® Account: 624000 - Conferences-Accornodation ® Fund: GO0O0O - General Purpose Operating @ Entity: D110200 - School of Ar

. PrograWFAULT - PC_DEFAULT - Default Program Code

Add Sibling || lete || Delete AII| | Promote || Demote || Move Up || Move Down | |Dup|icate Row

Add Chil
2010411
Flan
Warking
July
MHL Awards + - 3,000
Henrik Sedin + - 1,500.0
Daniel Sedin + - 1,500.0
i+ "Nights" is a sibling to "NHL Awards"
Total: 3,000
| Refresh | | Save | | Cancel |

mt

| |
|D0ne ’_ ’_ ’_ ’_ ’_ ’_ |— Internet

Change the operator to multiply (“ * 7).

L

/= Supporting Detail - Windows Internet Explorer

=10l x|

‘ http: fithames, adm.ubc. ca: 19000/HyperionPlanning SupportingDet ail, jspPApplication=LECPlan&Form=&ener al+Expense+ Input+Demo-+-+Planz &P age=G000

-

Supporting Detail

® Account: 624000 - Conferences-Accornodation ® Fund: GOO0O - General Purpose Operating ® Entity: D110200 - School of Ar
® Program Code: PC_DEFAULT - PC_DEFAULT - Default Program Code

Add Child || Add sibling || Delete || Celete All | | Promote || Cemote || Move Up || Move Down | | Duplicate Row

2010411
Flan
Warking
July
MHL Awards + - 3,000
Henrik Sedin + - |
Daniel Sedin 1,500.0
flights = === the asterisk means 'multiply"
3,000

| Refresh | | Save | | Cancel |

sk

h v | mwen - g

| |
|D0ne ’_ ’_ ’_ ’_ ’_ ’_ @ Internet

m. Enter “2” (for 2 nights) and then click Save. You are returned to the cell with the new

total of $6000. The cell is highlighted in teal to indicate that the cell has supporting
details.
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/2 Oracle Enterprise Performance Management System Workspace, Fusion Edition - Windows Internet Explorer I [ [ 53
GC = [&] heepu/thames. adm ubc a1 9000 warkspacefindex Jsp Eller x| [° uve search |2 -

Ble Edi View Favortes Jooks Help (& snaglt 1

¢ Favorkes (@ Oracle Enterprise Performance Management System ...
E Fle Edit View Favorites Tools Help Welcome TRAINO1 | Log Off ORACLE"

At vogee | Bl @& £ = : Searcr I

UBCPlan 1 [x]

1 The data has been saved. [ =

[ Goooo - General Purpose Operating =] [ D110200 - School of &rch and LS arch | [ 00GTRAIN =]
Page

[ PC_DEFALLT - PC_DEFAULT - Default Program Code =]

2009410 2010411
Forecast Flan
Working Working

Totalvear) sorit | May | une | auly |august|september| october | November |Decsmber | 3anuary | February

*Benefits (&)

“Travel Other (A)

621000 - Conferences-Pub carrier transp|

622000 - Conferences-Other transport

622500 - Conferences-Car rental

622600 - Conferences-Mileage

623000 - Conferences-Meals

624000 - Conferences-Accomadation ( 6,000 }

CONFRC - Conferance Expanses \

~ICanference Expenses (A) 6,000

+Field Trip Expenses (A}

—Mravel Expenses (A) 6,000

*lLibrary Acquisitions (&)

+INneratinnal Sunnlies & Fraence fan | o
3

< (J03 K1
Ell L

[T Homerage [P ASSa =M . UBCPIn-Sel. | 7 UBCPn-Sel. |~ UBCPan-Ent
[pone [T T [ [@mterne - R -

Exercise 3-5 — Spreading Data Using Grid
Spread

Grid Spread automatically distributes amounts from summary Members to level 0 Members based
on selected criteria. You can use the Grid Spread option to specify an amount or a percentage by
which the system increases or decreases values across multiple members. The spread is based on
the target cell values.

When you run a Grid Spread action, the Data Form grid is loaded with the changed values. You can
view and validate results before saving the data.

Scenario: You are generally satisfied with the professional expenses in the plan; however you would like to
reduce them by 2% in FY11.

Prerequisite: None.
Contact Information

budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html
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BC a place of mind
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1. Open the form General Expense Input Demo — Plan2.

2. Expand the “Professional Fees” account and then select the member
713000 - Professional Fees™.

3. Select the cell with the total expenses “TotalYear”. WARNING: The
selected cell must contain a value.

4. C(lick on the Grid Spread icon (E). This opens the Grid Spread window.

Grid Spread %]
Cell Walue:[1530

Adjust Data

By Value < & Increase by

I 5
" Decrease by

Spread Walue |l1530 Adjust
Spread Type

@ proportional spread

e Evenly Split

il

5. Select “By Percentage” from the Adjust Data drop-down list.

6. Sclect the “Decrease by” radio button and enter “2” in the adjoining amount field.

7. Select “Proportional Spread” from the Spread Type options.

Grid Spread E3
Cell Value:[1530

Adjust Data

IBY Percentage 'I  Increass by l—

e
* Decrease by

Spread Walue |153D Adjust
Spread Tvpe

® Proportional spread

" Evenly Split

il

8. Click the Adjust button to see the impact. The system changes the amount in the Spread
Vajue ﬁeld ‘Spread Walue W

9. Click the Spread button. This changes the affected cells in the Data Form.
10. Click Close when finished and then save.



Campus-Wide Budgeting System Tutorial / 41

He Edt Vew s Hel Weicome TRAN2S | Log Off O

UBCPIan
Pagel G0000 - General Purpese Operating =l[#] [ 121300 - Geography =1 [ ooGTRAIN =] [
[ PC_DEFALLT - PC_DEFALLT - Default Frogram Code =] ™)
2008/10 2010/11
Forscast Plan Current Year
Working warki
TotlYear | aprit | way | une | suy | august |september|october [November|December |3anuary | February | march [TetMear
Travel Expenses (4) 9253  ae54| ap54| 3854 3854 3854 3,054 5,654 3,854| 3054| 3,854 3854 3054 de246 =
“Library Acquisitions (A)
“Operational Supplies & Expense (A) 67,533 10,025| 10,025| 10,025 10,025 10025 10,025| 10,025| 10,025 10,025| 10,025| 10,025| 10,025) 120,300
“Grants to Other Agencies (A)
711000 - Legal fees
712000 - Cansulting faes
712001 - Consulting fees-External
12002 - Cansulting L
713000 - Professional fees 125 1z5|  1zs|  1zs|  1zs|  azs 1zs| 125 125 1zs| 125 125|125 1499])

713004 - Prof Fees-WCB Rehab Costs

713100 - Prof Fees-Investment Managers

713200 - Froperty Management: Fees

714000 - Accounting fees

714100 - Administration Fees [Row 438 Column 11

715000 - Architect fees

PROFEE - E-Professional Fees

~Professional Fees (A) 125 128 128 128 128 128 128 128 128 128 128 128 128 1,530

““nternally Contracted Services (A)

“I5cholarships, Fellowship, Bur (A)

*Debt Servicing (&)

“Building Gperations-Utilities (A) 47,060 3,916| 3,918| 3,918| 3,918 3,918 3,518| 3,918 3,918 3518| 3918 3918| 3,518 47,018

roe fAY EXT) cecal cemal eceml sseal seem emeal ceem P ceeal ceeml  csel acem 72 ca7

< | i
FIGURE 7: Although we did “Proportional Spread” we obtained the same result as we would have if we’d applied “Even
Split” because the numbers were the same in each cell before we started this exercise.

Exercise 3-6 — Adjusting Totals Using
Grid Spread

1. Stay on the same page as in the previous exercise.

2. Using simple data entry you learned in Chapter 3, enter the following:

ACCOUNT MONTH AMOUNT

711000 April 300

713100 July 250

714000 October 75

715000 February 100

Contact Information
budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html

a place of mind
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i The data has been saved. [x] =
[ 0000 - General Purpose Sperating (#) [ D121300 - Geography = [ ooemram =]
Paga| FC_DEFAULT - FC_DEFALLT - Default Frogram code =] )
2009/10 2010/11
Farecast Plan Current Year
Working Worki
Totalear | aori | may | June | uly | August |september| ctober |November |December |January |February | march |“ToteeRr
711000 - Legal fees 300 300
712000 - Consulting fees
712001 - Consulting fees-External
712002 - Consulting fees-Internal
713000 - Professianal fees 125 125 125 128 128 125 125 128 125 125 128 128 125 1,499
713003 - Prof Fees-RTW Medical Assess
713004 - Prof Fees-WCB Rehab Costs
713100 - Prof Fees-Investment Managers 250 280
713200 - Property Management Fees
714000 - Accounting fees 75 75
714100 - Administration Fees
715000 - Architsct fees 100 100
PROFEE - E-Professional Fees
~Professional Fees (A} 125 125 125 125 125 125 125 125 125 125 125 125 125 1,499
Hnternally Contracted Services (A)
+schalarships, Fellowship, Bur (a)
+IDeht Servicing (A)
+Building Operations-Utilities (A) 47,060 3,918 3,918 3,918 3,918 3,918 3,918 3,918 3,918 3,918 3,918 3,918 3,918 47,018
+iCapital Expenditures (4) 7,841 6553| 6,558 6,558 6,558| 6,588 6,558| 6,558 6,556 6,558| 6,558 6,558 6,558 78,697
+Depreciation (A)
-all expenses (A) 6,588,648| 573,030|573,030 573,030 |573,030 | 573,030 573,030|573,030| 573,030| 573,030|573,030| 573,030|573,030| 6,876,358 =
1 I »
Kl

3. C(Click Save when done.

4. C(lick inside the cell at the intersection of “Professional Fees” and “TotalYear”.

/2 Oracle Enterprise Performance Management System Workspace, Fusion Edition - Windows Internet Explorer 18] x|
O [£] o thanesoin te.car 1900 wekspocejndr =[P e searen (o]
e Edt Wew Favortes Ioos Help % @ sneatt L

¢ Favorkes (@ Oradls Enterpese Performance Management Systen ..
He Edt Vew Favontes Tods Heb Welcome TRANZS | Log Off ORACLE"

Am oo B ®& . TEE ] Search 2

uBCPan =]

Irix

1 The dota s boen saved.

.. [ G000 GereralPurpoes Gperating T[] [oiz1300 - Geopraphy = [oemams] =l
[ PC_DEFAULY - PC_DEFAULT - Default Frogram Code ][]

Z005/10 210/t

Forecast Plan (Current Year

Warking Worki

Totalvear
6,562,558 ]

Totalvear

april | may | sune | auly | August |September| october |November| December |asnuary |February | March
Salaries (A) 6,456,330 545,550 545,550 548,550 | 545,550 543,550 548,550|545,550| 548,550 548,550 543,550 548,550 545,

“Benefits (A)
“Travel Expenses () 9,259 3854 o8sa| 3,054 s654 sese| 3654 se54| 854|354 o854l 3054 s8] as246

“Library Acquisitions (A)
~-Operational Supplies & Expense () 67,533 10,025| 10,025| 10,025 10,025| 10,025  10,05| 10,025| 10,025| 10,025| 10,025| 10,025 10,025 120,300

“Grants to Other Agencies (A)

711000 - Legal fees 300 300

712000 - Consulting fees.

712001 - Consulting fees-External

712002 - Consulting fees-Internal

713000 - Professional fees 125 25| 1zs| azs| 15| 125 s 15 125] 15| 1zs|  1zs| 1zs|  1aw

713003 - Prof Fees-RTW Medical Assess

713004 - Prof Fees-WCB Rehab Costs

713100 - Prof Fees-Investment Mana

713200 - Property Management Fees

714000 - Accounting fees 7 s

714100 - Administration Fees

715000 - Architect fees. 100 100 ‘

PROFEE - E-Professional Fees

~Professional Fees (A) 125 azs| 12| 125| ars| 125 125|200 125 25| 125 225 g 2224] )

“Internally Contracted Services ()

=l
[ rore P RN

T T @ mermet [ [Reoe =

FIGURE 8: The circle in the diagram illustrates the intersection of ‘“Professional Fees” and “TotalYear”.

Click the Grid Spread button (E> This opens the Grid Spread window.
From the Adjust Data drop-down list, select “By value”.

Select the “Increase By” radio button.

® N o O

Enter 3000 in the accompanying data entry field and then click Adjust.
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9. Click Spread. The system calculates the new values.
10. Close the Grzd Spread window to return to the Data Form. Notice the changed data.

11. Click Save when done. Notice that the total was updated.

What you’ve done and what it all means

» You've learned to enter data into data forms
» You've learned how to spread an amount across multiple cells for the same account.

> You’ve also learned how to use the system-delivered options to assist with budget
preparation.

Contact Information
budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html
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Business Rules (Self-Study)

What will you learn in this lesson?

» How to view what business rules are available on a form.

» How to run a business rule.

Exercise 4-1 — Identifying the Business
Rules Available to the Data Form (self

study)

Scenario: You would like to apply seasonality to your budget by reflecting the seasonality that existed in
the prior year.

Prerequisite: You must be in the form that contains the business rule. To know whether the form has a
business rule, look in the left navigation view pane — There’s the list of folders, then the list of all the data
forms in the selected folder, and then the business rules attached to the selected data form are listed in the last
place in that view pane.

Contact Information
budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html
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UBCPlan
Enter Data - General Expense nput - PL.

=1 B Forms

9 1. Forecast

¥ 2. Long Range Fest
9 4 Workforce

# 0 5. Test
P 6. Otner Wrkforee Forms:
R

List of Data

[J Account input with History - Pian
B Forms in
[ Balance Sheet input - Plan

& General Expense input - Pian selected
s folder
[ General Expense nput Demo - PanZ]

[ General Expense Input SupMissDats
[ General Expense input SuphlissData
3 Research Overhesd - Plan
B Revenue Summary - Plan

B 15Pan-Apply Historical Average - S|
[ IsPin-Apply Historical Seasonaity
[ 15Plan-User Aggregation - I5Pian

List of
Business
Rules in
selected

Data Form

1. From the same form, General Expense Input Demo — Plan2,
right-click on the PG drop-down list. A sub-menu appears and displays some
menu options.

Oracle Enterprise Performance Management System Workspace, Fusion Edition - Windows Internet Explorer

J ] hittp:thames. adr.ubt.ca: 19000 workspacefindes jsp =l#21[x] [2 Live search

=Is]

G
4, Clear Data

ALY,

2. From the drop-down list click on 2. Apply Historical Seasonality. This opens the Runtime
Prompts window.
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-Igix]
@ hitp:jdigby.adm ubc.ca:19000/HyperiorFlanning/R TPPopup. jsp?Application=UBcPlant: | &3
Runtime Prompts - Apply Historical Seasonality - ISFlan B
Select Account:
[ponees B 5
.7 select Fund: \
[*Goooo” £
.5 Select Department:
['D120700" £
.5 Select Project Grant:
[FooGTRAIN 2
.l Select Pragram Cade:
[*Fc_oEFALLT 2
.7 Select vear to bass the Seasonality on:
I 2
T Select Periods to base the Seasonality on:
[ (&
47 Select Scenario to base the Seasonality on:
I (&
&7 Select version to base the Seasonality on:
I X (&
.7 select Year to populate:
[ X 8
¥ Select Scenario to populate:
[ X 2
[Lzunzh ] [validate ] | Create runtime prompt valuss file
4] | _"J
[T T [ [ mkemet [a - [®Rwome -

3. Select a member for each dimension when prompted. NOTE: Some of these dimensions will
be different for every user because of the training IDs assigned to you.

a. Account: click on the magnifying glass icon, expand “STMT_REV_EXP” and place a
checkmark in the “expenses” checkbox.

b. Click the arrow to move “expenses” to the Selected Members pane (Alternatively you
could type “Expenses”).

Click Submit. The Menzber Selection for Account window closes and adds
“Expenses”’to the Select Account text field.

Member Selection for Account =]
members in Account Sl &4 Selected Members
[l=] Account 2 "EXPENSES®
[~ “E  STMT_REV_EXP
- REVENUES
I EXPENSES
[\ i-Bl INTERFUND_TFRS
I~ - Substitution Variables -ZIK
[ Thisvear = Fros 4
[~ CurGLMth = Apr "::l
[ Festrr = Frin
[~ LRFYYL = FY10 _

[~ LRFYr2 = Fr1l
[~ LRFYT3 = FY12
[ LRFYrd = Fri3
[~ LRPYYS = FY14

/|

4. Repeat Step 3 for each dimension in the window.
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Dimension Value to select
Year to base seasonality on FY09

Periods to base seasonality on Select all the months
Scenario to base the seasonality on Act

Version to base seasonality on Approved

Year to populate FY1l

Scenario to populate Plan

Version to populate Working

5. Click Validate. NOTE: If you see the system message “One or more runtime prompt values
are invalid...” look to see where the problem is (likely the field with the red X (e.g. “Scenario to
populate”)) and correct it.

6. TFor the missing Scenario to populate, select “Plan”, and then click Validate again.

7. Click Launch. A Launch Successfu/ dialog box appears. Data now has a seasonal trend.

What you’ve done and what it all means

You’ve learned to launch a business rule to apply historical figures to an upcoming plan.
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Transfers

What will you learn in this lesson?

» How to execute a GPO funding transfer.

» How to accept and reject transfers.

Exercise 5-1 — Transferring GPO Funding
to another Unit

Scenario: You want to transfer funding from PG O0GTRAIN from your DeptlD DYYYYYY to DeptlD
DXXXXXX. (where DYYYYYY and DXXXXXX = the training IDs on your Training Login Sheet.)

Prerequisite: You must have the authority to execute GPOF Funding transfers, as well as the applicable
user privileges.

1. Click the Home Page tab in the bottom left-hand corner of the page.

2. Click the Applications link on the Home Page.

3. Click the FundPlan option. This opens the FundPlan application and
lists the folders and data forms applicable to Funding.

4. Select the “GPO External Transfers” folder from the View Pane.
The data forms associated with the GPO external transfers are listed in the content
area on the right.

Contact Information
budget@finance.ubc.ca
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Welcome TRAINO1 | Log Off ORACLE"

Fle Edit View Favorites Took Help

FundPlan 5] [x]
Data Form Description Instructions =l
- P roms 1 1.00 Pending GPO External Transfers Out or3
2.00 Pending GPQ External Transfers In

|2 GPO Funding Allocation

“# GPO External Transfers

2 WorkingTemp

[ 1.00 Pending GPO External Transfers OUIL or3

B 2.00 Pending GPO External Transfers In

Search: (H H’ -
=l

[T onsrare % uncoun-<o. (PRI -
5. Select the form “1.00 Pending GPO External Transfers Out”. This opens a list of your total
pending transfers by department (you have only one department for training, and you’re
starting with a blank slate).
6. Ensure your department (as per the Training Login Sheet), PG 00GTRAIN and 2009/10 are

selected in the drop-downs and then click Go.

/2 Oracle Enterprise Performance Management System Workspace, Fusion Edition - Windows Internet Explorer: — ol x|
%- [&] heepiithames. adm b, ca:1 9000} workspace inde.jsp =l ## [  [2 Live search |2
File Edt Yiew Favortes Todls  Help & snaglt |2

5.7 Favorites (@& oracle Enkerprise Performance Management System ...

Fle Edt Vew Favortes Tooks He

WY A voooe | B@&E 4D : = 5 W
FundPian eS|
) BB Forms Page | D110200 - School of Arch and LS arch =] [ ooGTRAIN =] [ 2009/10 =] ) ==
2 GPO Funding Allocation 1ab! N N
e |LmeTEMo favaiatie] Ensure these dimensions match
9 WerkingTemp those on the Training UseriD
Sheet

Lowest Level Department must be selected, or there are no Transfers Out

l

O 2.00 Pending GPO External Transfers In

il

= =l

UG el @ FundPian - Ent..

f& HomePage

[ [ [@internet [Fa - [=1w -

[pone

7. Right-click on the text “Line_Itemxx”. The system displays a mini menu.

8. Click Initiate Transfer from the pop-up menu. This opens the Initiate Transfer window.
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{2 Oracle Enterprise

Gor k-

Performance Management System Workspace, Fusion Edition - Windows Internet Explorer 18]

rformance M
p:fthames. adm ube.ca: 19000 workspacefindex. s =415 [P e search £l

Help % @ snaott 2t

mhanice Management System

2 670 Funding Alocaton
9 670 ExtermaiTransiers
8 workngTem

Right-click on
LINE_ITEMO1

O
[ 200 Pending GPO External Transfer

4 : <

[l —— E
= uocean-ent [P NI

por

o o o o - [~ [ -,

9. Enter the data in the corresponding text fields on the Initiate Transfer window. NOTE: Be
sure to expand the window to see all the fields and the scrollbar and do not change any of the
data in the fields marked with “Do not change”.

Text Field Data to Enter
Enter a description for this transfer Request for funds for Geography
Select the Department to Transfer to X_D121600 (the DeptlID indicated in

column “Transfer Funds To” on your
Training User ID sheet

Enter the amount to transfer in the first 10500

year

Enter amount to transfer on a recurring 15000 (Note, when the recurring transfer is
basis $0, leave #MISSING in the field)

Enter contact information for this transfer | Dean’s Office 2-2252

Select Period in which the transfer will Apr

occur

10. Click the Validate button. If you entered all the information correctly, the system displays a
message saying that all runtime prompts are valid.
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indows Internet (=1

@ hitp:thames. adm.ubc. ca: 19000/Hyperionflanning!RTPPopup. jsp?application=Fu B3

. -
I All the runtime prompt values are valid x| —I

Runtime Prompts - Initiate_ GPO_External_Txr

|_l§ Enter a description for this transfer:

|Requastfnrfunds for Geography

'l Select the Department to Transfer to:

|%_D1z1600

Lﬂ Enter the arnount to transfer in the first year:

|1o500

Lﬂ Enter armount to transfer on a recurring basis:

[1s000

|_l§ Enter contact information for this transfer:

|Dean's Office z-2252

" Select Period in which the Transfer will occur:

Iapr

e Line_Item - Do Mot Change

"LIME_ITEMDZ"

g Project Grant - Do Mot Change

"0OGTRAIN"

= Entity - Do Mot Change

"D1zos00"

= Tear - Do Mot Change

"Erig"

| Execute | | Cancel | | Walidate | | Create runtime prompt values file |

-

pane[ [ [ [ [ [ [ rkermet [75 - (R0 -~

11. Click the Execute button to execute the transfer you specified. As long as there are no errors,
the system will list the new transfer record on the page.

Fage | D120800 - Economics =l | oostrRamn | | 200910 -]

i Initiate_GPO_External_Txr was successful. x|

GPO Txr Cut Desc GPO Txr Out Contact | GPO Txr Qut Status | GPO Txr Qut Curryr & | GPO Txr Cut Recurring
April|¥_D120900 - English| Request for funds for (| Dean's Office 2-2252 | Pending Department A 10500 15000

FIGURE 9: The system lists both transfers you just executed.
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Exercise 5-2 — Accepting / Rejecting GPO
Funding Transfer

Scenario: Funds are being transferred to your department for a special project you will be managing.
Review the list of pending transfers and accept the funding.

Prerequisite: A funding transfer to your PG has been executed by another PG. (Always right-click on the
top, left hand field)

1. Click Forms in the navigation View Pane. It'll display all the associated
funding-related data folders and forms.
2. Select the GPO External Transfers folder.

3. Open the form 2.00 Pending External Transfers In. This form shows the
transfers pending for all the departments you have access to. (You have access
to two departments in this training module)

page | 20ossn =

0120800 - Economics 15100

GPO Tzr In Currrr Amount GPO Txr In Recurring Amount

15000

D120900 - English 16100 15000

\

Right-click on your
department

4. Right-click on your assigned department. By right-clicking the line with the pending transfer, a
small pop-up menu appears.

Contact Information
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w Favortes Tools Help

FundPlan 1= [x]

page [ 2009/10 =

| GPQ Tx=r In Currrr Amount GPO Tar In Recurring Amount
D120800 - Ecnwl.____\ 16100 15000
A - Review sending Dept detail \ 15D 5y

5. Click Review sending Dept detail. This page lists the total pending transfers for your
department and separated by department.

6. Right-click on “Budget Office”. This is the transfer you want to review. Another small pop-up
menu appears.

Fle Edit Vew Favortes Took Help Welcome TRAMZZ | Log Off ORACLE"
# B %= Explore B &
FundPlan EIE
Page [ 0120900 - English =] [ zooero =] -
I r‘iﬁ 2 Txr In Curryr Armount GPO Txr In Recurring Amount
%_DLZ0800 - Eg =l | e 10500 15000
Review Line Ttem detail I
#_D321000 Pudod  gack 1o pending Transfer Summary ‘ ) SED

[l _>ILI_

7. Click Review Line Item detail. This list displays all the pending transfers from the Budget
Office to your department. In this example, we see only one pending transfer.
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-
| Diz0800 - Economics =| | #_p3z1000 - Budget Office ]t —I
Fage Go
I 2009710 'I
GPO Txr In Curryr Arnount GPO Txr In Recurring &mount
LII‘-.IE_ITEM22|ND Froject Grant 5600

i o

8. Right-click the pending transfer (e.g. LINE_ITEMO02) and then click Review Transfer
detail.

-
| Dizosoo - Econorics =] | ®_D321000 - Budget Office B L] —l
Page o
I 2009410 vI
GPO Txr In Curry'r Armount GPO Txr In Recurring Armount
LIME Mo Project Grant Se00

- - o Y
Review Transfer detail
Back to sending Dept detail
Back to Pending Transfer Surmmary

g o

9. Right-click on “No Project Grant” and then click Approve Transfer. This will open the
Approve Transfer window where you can approve or reject the transfer and assign a PG.

Contact Information
budget@finance.ubc.ca
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.

| D120800 - Economics =| | #%_p3z1o00 - Budget Office | —I

Page Go

| LnE_tTEMZ2 -| | 2009/10 =
GPOQ Txr In Desc Training Funding
N o L f
e Sheneer de Rivard x12345
Mo Pro] Reject Transfer ing Departrment &pproval

Clear Rejected Transfer

Back to Line Itermn detail

Back to sending Dept detail

Back to Pending Transfer Summary

LI— Hide rows with no data

Hide rows with zeros and no data

5600

| o

10. In the Approve Transfer window, enter “00GTRAIN in the field “Select Project Grant to
Transfer to” and then click Validate. The system displays the message that all runtime prompt
values are valid.

ﬂ; Approve Transfer - Windows Internet — |EI|£|
@ hittp:f{thames. adm ubc.ca: 19000/HyperionPlanning (R TPPopup, jsp?Application=Fu ks
i All the runtime prompt values are valid =] d
Runtime Prompts - DeptApprove_GPO_External_Txr
-
xij Select Project Grant to Transfer to:
|ooGtrain
.‘-_-+ Entity - Do Not Change
"D120500"
cil Txr_Dept - Do Not Change
|"#_pazioo0”
.‘-_-+ Line_Itern - Do Mot Change
"LINE_ITEM2Z" | |
.7 Year - Do Not Change LI
Execute | | Cancel | | Validate | | Create runtime prompt values file |
=
pone| [ [ [ [ [ |@ mtemet Yo R -

11. Click Execute. The transfer is approved.
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What you’ve done and what it all means
So far, the big picture looks like this:
> You've transferred and received GPO Funding,

> You've seen your list of Pending Transfers

Contact Information
budget@finance.ubc.ca
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Workflow

What will you learn in this lesson?

» How to verify the status of the Plan

» How to submit your the departmental Plan for review

» How to promote the Plan as a reviewer

The Planning Unit

Planning tracks the budget by planning unit. A planning unit is a slice of data at the intersection of
a scenario (Budget, Plan, Actuals), a version (Working, Approved, Draft) and an entity (Faculty of
Arts, Faculty of Medicine, General Administration). It is the basic unit for preparing, annotating,
reviewing, and approving plan data. At UBC workflow is enabled for all departments for Scenario
= Plan and Version = Working.

A planning unit is always in one of six states. See the following table

State Description

Not Started The initial state of all planning units. The budget administrator initiates the
review process using the Start action.

First Pass The first state for planning units selected to go through the Workflow

process. There is no owner of a planning unit during First Pass. Any user
with data access can enter data and promote the planning unit during the
“First Pass” state.

Under Review

This state occurs when a Promote action is taken on a planning unit and
signifies that a planning unit is being reviewed by someone in the
organization. Only the current owner or the budget administrator can
modify data or perform an action on a planning unit that is in the “Under
Review” state.

Signed Off

This state occurs when a Sign Off action is taken on a planning unit. Only

a place of mind
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the current owner or the budget administrator can modify data or perform an
action on a planning unit that is in a “Signed Off” state. Ownership does not
change when a planning unit is signed off.

Not Signed Off

This state occurs when a Reject action is taken on a planning unit. Only the
current owner or the budget administrator can modify data or perform an
action on a planning unit that is in a “Not Signed Off” state.

Approved

This state occurs when an Approve action is taken on a planning unit. After
a planning unit is approved, the budget administrator becomes the owner of
the planning unit. Only the budget administrator can modify data or perform
an action on a planning unit that is in an “Approved” state. After all the
planning units are approved, the budgeting cycle is complete.

NOTE: In all states except the “Not Started” state, users with read access
can view data, view the process state, view the history, and read and enter
new annotations.

Exercise 6-1 — Viewing the Status of a

Planning

Unit

Scenario: You are a Planner or Reviewer and you want to see if a Planning Unit you are responsible for

has been submitted.

Prerequisite: None.

1.

L New »
H save
= Print

*9 Spreadsheet Export

i Lng Off

From the main menu click File > Workflow > Manage Process.

Edit Wiew Administration  Tools  Help || =

v Eliminations -- all Accounts||
Pagel FCST_MAR

Manage Process

Copy Yersion

Preferences

Exit

2. ‘The Process Definition page appeats.

3. From the Scenario drop-down list, select “Plan”.
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Process Definition
Select a valid scenario and version and click Go.

Scenario Version

|Plan =1 |W0rking |

4. From the Version drop-down list, select “Working” and then click Go. The system displays a
list of planning units to which you have access.

5. TFor your Planning Unit, click the Details link (your Planning Unit or DeptID is listed on the
Training Login sheet).

Process Definition
Select a valid scenario and version and click Go,

SCenario Version
|Budget;| |W0rking;| @

Display  Tree view  Flat View

Entity Flan Cycle  Process Status Current Qwner Action

—|Entity Start Exclude

: COperations * (o Under Review Mot Available Details
{* [ Under Review RPepe Details
i [ First Pass Mot Available Details
i [ First Pass Mot Available Details
* (o Under Review RPepe Details
i [ Under Review RPepe Details
{* [ Under Review RPepe Dretails
[ [ Under Review RPepe Details

6. Click Details to see information about a planning unit.
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Exercise 6-2 — Submitting a Plan

Scenario: You'’ve completed the planning for your Department and are ready to submit to the department’s

Reviewer.

Prerequisite: All PG budgets within the unit have been completed.

1. From the main menu, click File > Workflow > Manage Process.

2. Select the correct Scenario (“Plan”) and Version (“Working””) you would
like to submit and then click Go. The system displays the list of planning units.

3. For the department you’ve been working in, click the Details link. This
displays the status and annotations of the currently selected planning unit.

Fle Edit View Favorites Tools Administration Help Welcome Louise | Log Off ORACLE"

b scorcr )

UBCPlan

® Scenario: Plan @ Version: Working @ Entity: CAPITAL_ADIUSTMENTS
Process Status Qwner Last Action Status Changed

Existing Annotations

Change Status

Mo annotations are available for this planning unit.

E

=
Add Annatation

[Dane| ——
El
|

4. Click the Change Status button. This causes the Change Status window to open.

5. TFrom the Select Action drop-down list, select “Promote”. From the Select Next Owner drop-

down list select the reviewer on the Training Login Sheet e.g. TRAINxx

6. Click the Submit button when finished. The Change Status window closes and returns you to
the Planning Unit Status and Annotation window where the system updates the status of the

review process and any annotations.

7. Click the Done button in the bottom right-hand corner of the window when finished. The
system closes the Planning Unit Status and Annotation window and returns to the Process

Definition window.
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Exercise 6-3 — Reviewing / Approving a
Planning Unit

Scenario: You are a reviewer. You have received a Planning Unit from a Preparer, have reviewed the
details and are now ready to promote the budget to the VP'’s office.

Prerequisite: You are the owner of a Plan that has been promoted.

1. From the main menu, click File > Workflow > Manage Process.

2. Select the correct Scenatio and Version you would like to manage (Plan /
Working) and then click Go. The system displays the list of planning units. You
see that you are the Current Owner of a Planning Unit under review for a given
department.

3. Click Details of the Planning Unit with your name assigned to it. This opens the Planning Unit
Status and Annotation window.

Click Change Status. The Change Status window opens.
Select “Reject” as your action from the Select Action drop-down list.
Select original planner as the next owner of the planning unit (refer to the Training ID sheet).

Enter an annotation in the large freeform text field.

® N o a &

Click the Submit button when finished. The Change Status window closes and returns you to
the Planning Unit Status and Annotation window where the system updates the status of the
review process and any annotations.

9. Click the Done button in the bottom right-hand corner of the window when finished. The
system closes the Planning Unit Status and Annotation window and returns to the Process
Definition window.

What you’ve done and what it all means

You should now understand the workflow of Hyperion’s Planning component.
» Once you submit your Plan, you can no longer make changes to it.
» Once the Reviewer approves the plan you can no longer make changes it.

> You can make changes only when the plan has been rejected.

Contact Information
budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html

a place of mind
THE UNIVERSITY OF BRITISH COLUMBIA




70 / Chapter 6 — Workflow




V/ gp/ or

a place ot mind
THE UNIVERSITY OF BRITISH COLUMBIA






Campus-Wide Budgeting System Tutorial / 73

The Task List - Your To-Do list

What will you learn in this lesson?

» How to view your unit’s task list.

» How to complete a task.

What is a Task List?

Administrators and interactive users can set up task lists that guide you through the steps —
including their due dates — to complete a budget cycle. For example, a task might help you enter
data, complete data forms, run a business rule, and submit numbers for approval or promote
planning units. Tasks can display instructions, due dates, completed dates, and alerts. Your
administrator can also include tasks that link to other applications.

L] - - L] ,
Exercise 7-1 — Viewing your Unit’s Task
List
Scenario: It is 8:30 in the morning. You want to see whether anyone assigned budgeting or planning tasks
for you to do. Your task list will let you know.

Prerequisite: This procedure works in basic and in advanced modes.

1. Click View from the main menu, then Basic Mode, and then Tusk
List appears in your left navigation View Pane.
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Available Task Lists  Task List  Status

Task List Folders
~| £ Task Lists
§7 Demo Task List

Task List

Status
Enalish Demo Task List

Instructions

Select an item

.to see the tasks in
from this pane...

this pane and then
select a task from this
list.

Click the = next to the Task Lists folder to display the list of all task lists to which you
have access.

3. Expand the task list to view (“2010-11 (FY11) Plan”) by clicking it from the folders pane.
4. Expand the 2010-11 (FY11) Plan folder to reveal all awaiting task lists.

5. Click on the first item. This automatically launches the required document for the selected
task.

{2 Dracle Enterprise Performance Management System Workspace, Fusion Edition - Windaws Internet Explorer

=101

2B

GG » [&] hitp/thames. adm,ubc.ca 19000 workspaceinder.fsp
Fils Edt Wiew Favoritss Took Help % (S snaglt =

@Oracle Enterprise Perfarmance Managsment System ...

& \5\ \E\ [ Live search

.7 Faworites

W

Fle Edt View Favorites Tools Help

Welcome TRAINZS | Log Off ORACLE"

h e

%= Explore

i ki search )
UBCPlan 0] [x]
Enter Data - General Expense Input Demo - Plan2 =
-| [ Training Task List Task List: Training Task List
=/ 9 2010-11 (Fr11) Plan
“# Review 2010-11 Budget Guidelines. 0 % complete
) identify PGs you are responsisle for planning 7 of 7 incomplete
i Pian your PG 5 CUERE
-~ byn . 0 are dus soon
1
_ I Submi your Plan Your next due date is 2/5/10 1:33 PM,
| [ 2003-10 (F¥10) Forecast
[ Wiew Task List| [ Next Incomplete |
Previous Incamplete || Previous || Mext || Mext Incomplets
M HomePage ORI © FundPlan- Ent..

|pone

L @

a - R0~

6. Click the Next button to work your way through the tasks.
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/= Oracle Enterprise Performance Management System Workspace, Fusion Edition - Windows Internet Explorer

=101

G\:__; » [&] hitps/thames. adm.ubc.ca: 19000 workspacefindex. jsp

| |E\ \El |32 Live search

[21-|

Fle Edt Wew Favorites Tooks Help

x ®Snaglt Ef

.7 Favorites

File Edit Yiew

Favorites  Tools Help

# fw ' Explore

UBCPlan

€& Oracle Enterprise Performance Management System ...

Enter Data - General Expense Input Demo - Plan2
| | Training Task List
-] [ 201011 (FY11) Plan

¥ Review 2010-11 Budget Guidelines
ij Identify PGs you are responsible for planning
2 Pian your PG

Task List: Training Task List

% complete
of 7 incomplete

are due soon

o
7
1 overdus
o
A

2 Submit your Plan
+| [ 2009-10 (FY10) Forecast

our next due date is 2/5/10 1;33 PM,

[ Wiew Task List || Mext Incomplete

Click here

Previous Incomplete || Previa Hext || Hffxt Incomplets

El

P HomePage J#: UBCPian - Sta... % FundPian - Ent...

|Dnne

T T | meemet [7a - [Hamw -

7. Continue to click Next until you’ve gone through all the tasks.

8. After completing each task, check the Complete checkbox in the bottom left corner of
the content area. Upon clicking Complete the task is marked as complete and ¥ is
displayed next to the task in the view pane.
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/= Oracle Enterprise Performance Management System Workspace, Fusion Edition - Windows Internet Explorer

%v [&] it fthames. adm.ube.ca: 19000 workspareindex.jsp | |E| \Z| [ 52 Live Search =
File Edt View Favortes Took  Help & snalt '

5.7 Faworites @ Oracle Enterprise Performance Management System ...

File Edit View Favortes Tools Help

# B " Explore B £ = c o BEm e
UBCPIan B][x]
Enter Data - General Expense Input Demo - Plan2 e
—| 7 Training Task List [ 50000 - General Purpose Operating =]#] EIE
-1 B 201011 (F¥11) Plan Page| D121300 - Geography =1 [ oosTRAIN -]

[ PC_DEFAULT - PC_DEFAULT - Default Program Code || &4

2009/10
Farecast
Wiorking
Wit April May June July August |Septe
+all sources of revenues (A 5,700,120
Al expenses (A) 6,568,645 573,330|573,030 573,030 573,260 | 573,030 57
14l | 2l I b
Complete tasks
have a checkmark
next to them

Previous Incomplete || Previous

Mext

Hext Incomplete

(%o Homepage [P JNESGTUINaM . FundPian - Ent.

[pone [] [T T | ntenet

v v [Hi0% - 4

To leave the Task List and return to the UBCPlan application, click View and then

Advanced Mode.

What you’ve done and what it all means

So far, the big picture looks like this:
> You have viewed the task list(s) assigned to you.

» You have viewed a listed task and its instructions, if any.

> You have indicated that you completed a stated task.
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Workforce

What will you learn in this lesson?

» What information can be planed for positions that are managed in the Position
Management System

» How to plan for a position that does not yet exist in the Position Management System

» How to make high level adjustments to salary and benefits plans

Exercise 8-1 — Viewing the Status of
Existing Positions

Scenario: You want to review the Position Management System’s status for positions within your PG.

Prerequisite: You must be in the UBCPIlan application and you must have access to the Workforce
module.

1. From the left navigation View Pane click Forms and then
Workforce. The system displays all the data forms available under
Workforce.

2. Select the form 4.00 Existing Position — Status.
3. You currently have 13 positions, and all of them are “Active”.
4. This is an informational Data Form. No actions are taken on this form.

5. To move to the form for Exercise 2, right-click on the position and select Edit Existing
Position Information (Alternatively, complete steps 1 and 2 of Exercise 2.)

Contact Information
budget@finance.ubc.ca
http://wwwv.it.ubc.ca/projects/strategicprojects/titanatlas.html

C
=z
@]

a place of mind
THE UNIVERSITY OF BRITISH COLUMBIA
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Exercise 8-2 — Viewing Existing
Position Information

This form is also used to plan one-time payments, merit, unfunded salary increases and shift

differentials. The cells that can be planned are yellow.

Scenario: You want to review the salary and benefits expense information loaded to your PG

(00GTrain) from the Position Management System.

Prerequisite: You must be in the UBCPlan application and you must have access to the Workforce

module.

1.

2.

From the left navigation View Pane click Forms and then
Workforce. The system displays all the Data Forms available under
Wortkforce.

Select the form 4.07 Existing Position Information.

Fle Edit View Favortes Took Help

3. We are still working with the same Plan information. Ensure your Point of View is set to:

# fw Y Explore
UBCFlan
_ Drata Form Desc
=] [ Forms 4,00 Existing Positions - Status
I 1. Forecast 4.01 Exizting Pozition Information ‘_
P 2. Plan 4.02 Mew Positions - Status
I 2. Long Range Fost 4.03 Mew Position Information
<] 3 5. Test 4.10 Financial Wiew by Position & Emplovee

P

I 6. Other Wrkforce Forms

4.11 Financial Wiew by Department
4.12 Input Financial Data by Departrent

[ 4.02 New Positions -

[ 4.04 Overtime Hours

[ 4.00 Existing Positions - Status

[ 4.01 Existing Position Information
[ 4.03 New Position Inf
B 4.10 Financial View by Pesition & Employes

B3 4.11 Financial View by Department
[ 4.12 Input Financial Data by Department l

Status

formation

DIMENSION DATA TO SELECT

Fund G0000

Department (your assigned department as per the Training Login Sheet)
PG 00GTRAIN
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Program Code PC_DEFAULT

Fiscal Year 2010/11

Scenario Plan

Version Working

4. Once you've made your selections, click Go. This form displays employee information
from the Position Management System.

5. At this stage you would review the employee information to ensure the data coming from
Position Management is in line with your expectations.

6. For Henrik Sedin, select the Merit and Other OT column and enter “5000”. This amount
will be added to your planned salary expenses for the year.

| Goooo - General Purpose Operating =] [ D11nzoo - School of Arch and LS Arch =]

PagE| 00GTRAIN =| [ Pc_DEFAULT - PC_DEFAULT - Default Program Code =] [ z010/1 =] [ Flan = [ working =] E
Ermployes Type Qrig_FT/FT Start Month Merit Month | Merit & Other Or| Admin Increase | Admin Increass

Asst Professor (tenure) -POD0NZE64 Sedin,He Faculty - Tenure | FT Ot ot 5,000 | Jun 2%
Assoc Professor (tenure) -PO000ZS67 Sedin,Da Faculty - Tenure | FT Dec Dec Jun 2%
Prafessar (tenure) -POO0N3100 Luonga,RY |Faculty - Tenurs|FT Oct oct Iun 2%
Asst Professor {tenure-track) -PO0003113 | Mitchell, Faculty - Tenure |FT Nov Mow Jun 2%
Assoc Professor (tenure) -PO0003230 Salo,Sam| |Faculty - Tenure |FT Dec Dec Jun 2%
Asst Professor (tenure) -POD003Z57 Raymond Faculty - Tenure |FT Oct Oct Jun 2%
Asst Prafessor (tenure) -PO00D4027 Harmhuis, Faculty - Tenure | FT Oct Oct Jun 2%
Frofessor (tenure) -PO0004539 Malhotra, Faculty - Tenure | FT oct Qct Jun 2%
Assoc Professor (tenure) -PO0004301 Hanssen, Faculty - Tenure | FT Nov Mow Jun 2%
Assoc Professor (tenure) -PO0004916 Burrows, Faculty - Tenure | FT Dec Dec Jun 2%
Assoc Professor (tenure) -POO00S06S Kesler,Ry| |Faculty - Tenure |FT Dec Dec Jun 2%
Professar (tenure) -PAOD0S130 Schneide Faculty - Tenure | FT Oct et [This cellis read-only Jun 2%
Lecturer -PO000S144 Rypien,Ri Faculty Sessiona FT Dec Dec | Jun 2%
< I 3 Kl H

7. Click Save when done. This exercise ends here.

Contact Information
budget@finance.ubc.ca
http://wwwv.it.ubc.ca/projects/strategicprojects/titanatlas.html

a place of mind
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8. We see that Mason Raymond is eligible for Overtime. Right-click on any position and
select Edit Overtime Hours to plan for overtime. (Alternatively, complete steps 1 and 2
of Exercise 3).

| G000 - General Purpose Operating = [ D110200 - School of Arch and LS Arch =] &
Page Gt
[ oocTRAIN =] [ PC_DEFAULT - PC_DEFAULT - Default Program Code | [ 2010/11 =] [ Flan =l [ working =]
| [Employee Type | orig_FrseT Start Month Merit Month | Merit & Other O Admin Increase | Admin Iner

Asst Professor (tenure) -PO000ZE64 R L e s act oct 5,000 | Jun

Assoc Frofessor (tenure) -PODD0Z987 _ht'CHCK onthe = Dec Dec Jun

osition to expose the
Frofessor (tenure) -PO0003100 === P P a|FT oct Oct Jun
pop-up menu
Asst Professor (tenure-track) -POOD0T: , , . 2|FT Hov Mo Jun
Assoc Professor (tenure) 'PUUUUSZWEE-}\;m\ - |Fam T Dec Dec Jun
4 5 In e | PSRN r\
Asst Professar (tenure) PDD}DG{ S T e < SEaE oct Oct Jun
Asst Professor (tenure) -?(nnnanz wiew New Positions - Status r \ oct oct Jun
= Edit New Position Information
Professor (tenure) vuu{masg i Do (s r ‘| act oct Jun
Assoc Professor (tenure\'PUUUEM Financial Wiew by Pasition and Employse ¢ j Hov Mo Jun
Financial Wiew by Department

Assoc Professor (tenurs] wﬂﬂd Input Financial Data by Departmant r / Dec Dec un

Assoc Professor (tenure) -Pnnn}sqk Kesler,Ryan -| |Faculty - Tenure| g Dec Dec Jun

Professor (tenure) -PODD0S130 | Sttmeider, O Easulty=Tenure | FT Oct Qct Jun

This cell is read-only
Lecturer -POO0DS144 RypienRick - | |Faculty Sessianal FT ‘—rD—‘ec Dec Jun
4 I 3 K I
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Exercise 8-3 — Planning Overtime for
the Year

Scenario: You've noted that Mason Raymond is eligible for overtime and you want to plan the cost
for the year.

Prerequisite: You must be in the UBCPIlan application and you must have access to the Workforce
module.

1. From the left navigation View Pane click Forms and then
Workforce. The system displays all the data forms available under
Workforce.

2. Select the form 4.04 Overtime Hours. Only those positions eligible
for overtime appear.

You expect that all of the overtime will occur in May and June with an estimated duration
of 10 hours per month.

For Mason Raymond enter “10” in May and “10” in June. The overtime will now be
included in your plan for FY11.

|

~Totalr

| 0000 - General Furpose Operating =] | ©D110200 - School of Arch and LS Arch |
age
? [ ooGTRAIN =] [ PC_DEFAULT - PC_DEFAULT - Default Program Code =] | 2010/11 =] [ Flan =l [ working =]

april | May | June | July | August |Septemt|October|Novemb|Decemb|lanuary [February March

DEFALLT_POSITION TBH1

Asst Professor (tenure) -PO0003257 |Rayrmond,Mason - E120 10 10 20
< | »

Click Save. This exercise ends here.

Right-click the position and select Edit New Employee Information to move to the
next phase of planning. (Alternatively, complete steps 1 and 2 of Exercise 4.)

Contact Information
budget@finance.ubc.ca
http://wwwv.it.ubc.ca/projects/strategicprojects/titanatlas.html

a place of mind
THE UNIVERSITY OF BRITISH COLUMBIA
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Exercise 8-4 — Entering New Position
Information

Scenario: You want to plan for the hiring of a new employee for which there is no position in the
Position Management System.

Prerequisite: You must have access to the Workforce module.

1. From the left navigation View Pane click Forms and then
Workforce. The system displays all the data forms available under
Wortkforce.

2. Ensure you are in the 4.03 New Position Information Data Form.

3. Right-click on the fund; from the menu select Add To-be-hired,
but don’t click on it yet. You just want to expose the menu. This launches a business
rule to add and TBH (To be hired) position that will be reflected in your plan.

Fle Edit View Favortes Took Help

# f % Explre

UBCPlan
] = GO000 - General Purpose Operating
2 Forms
as Page m
» -;:E"“‘ [ Po CEFA AiqTabehived i 1N RELETIZEN
&1L i P iew Enisting Positions - Status —
E i Edit Existing Position Information There are no vali

2 4 Workforce
| = orkiorce Wiew Mew Positions - Status

+| @ 5. Tes - -
‘-a . Tt I Edit Overtime Hours
‘, & Other irkfores Forms Financial Wiew by Position and Employee
BT

Financial Yiew by Department
Input Financial Data by Department

4. Move your mouse pointer over Add To-be-hired; this opens a sub-menu. Click
Salary. A business rule has been launched to add a new position for planning

purposes.

| G0000 - General Purpose Operating ;IHI Cri11000-1

Page -
| Pe_DEFAULT - PC_DEFAULT - Cefault Program Code =8| [ 2010/11 =] | Plan

Add To-be-hired
Remove To-be-hired Haurly

-

Salary | There are no valid rows of d

“Wiew Existing Positions - Status

Edit Existing Position Infarmation

“Wiew Mew Positions - Status

Edit Dwertime Hours

Financial Yiew by Position and Employes
Financial Wiew by Department

Input Financial Data by Department
Hide calumns with no data

Hide calumns with zeros and no data
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5. Expand the window to see all the data entry fields and then enter the following fields
(as per the data in the following image) and then click Validate when you’re done.

{2 Add To-be-hired - Windows Internet Explorer (=]
& hittp: | fthames. adm.ube, ca: 19000/HyperionPlanning)R TPPopup. jsp7Application=UBCRlanaForm=+.0 ]
i &ll the runtirne prompt values are valid x| ;I

Add TEH Salary

Position [Assistant = =

Start Month |Apr 'J E]

Enter Starting Annual Salary: |?SDDD J

Owertime Elgibility: |E|igih|e ﬂ J

Emploves Type |Staﬁ’ jJ

FT/PT: [FT = v

Merit Manth: |Apr | z

Merit &rmount: |D J

Increase Month: |Ju| d z

Increase %! |2 J

Shift Differential % ||j z

FTE: [1 4

Benefit % |18 J

Employement Group: |M&D ﬁ J

Grade |1 J

Haours per weak |35 J

"Step:" |No Step ﬂ J

Grade: |1 'J

Man Step: |No Step ﬂ J

Salary Bottomn of Range: |6EDDD 'J

Salary Midpaint: |?5IJDD J

Salary Top of Range: |85000 J

Campus: |UBC at Yancouver ﬂ J

Salary Account: |54IDDD - Salaries-Staff ﬂ J

—— =l
| Cance|| |Ua|idate | | Create runtirme prompt values ﬁ|e|
-

4] [ |J
Done [ [ [ [ [ & mnkemet [75 - | Hsss -

6. Click the Add button, to add the position to the plan. (Click Refresh if you see an
error.)

Contact Information
budget@finance.ubc.ca
http://wwwv.it.ubc.ca/projects/strategicprojects/titanatlas.html

BC a place of mind
THE UNIVERSITY OF BRITISH COLUMBIA
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File Edit View Favorites Tools Help Welcome TRAMNOT | Log Off ORACLE"
R @ /L R EmE =5 B E H Search [N
5] [x]
| 50000 - General Purpose Operating ;I | D110200 - Schoal of Arch and LS Arch ;I J_
Page| 0OGTRAIN =l | PC_DEFAULT - PC_DEFAULT - Default Program Code =] | 2010/11 =] [ Plan B}
Working =
[ Fosition | Salary Basi:| Salary Rate|oT Eligibility|Employee T| FT_PT [ Start Manth | Merit Month [ merit & oth| admin 1ncre| admin 1nere|1ncrease ©
|TBH1 Assistant IAnnuaI | SD,DDD|E\|g|b\e |Staff |FI' |Ju\ |Apr | ol | |Ju|

<

=

# f= " Explore

UBCPlan

|

-
4] 3

7. Click Save to save the new position information. This exercise ends here for New
Position Information.

8. Right-click the position and select Input Financial Data by Department to move
to the next phase of planning. (Alternatively, complete steps 1 and 2 of Exercise 5)

Exercise 8-5 - Making a high-level
planning adjustment to salaries or
benefits

Scenario: You are happy with the information from Position Management and you 've added all the
new positions you wanted to plan, but, you know that based on the Dean’s plans your current planned
salaries are too low by about $50,000.

Prerequisite: You must have access to the Workforce module.

1. Ensure you are in the 4.72 Input Financial Data by Department
Data Form. All of the GL accounts are read-only (these have been planned
based on existing positions and new positions).

2. You can make budget adjustments to any of the following high-
level salary accounts and the amounts will be reflected in your plan:

e WF_SALFAC (Faculty Salaries)
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e WE_SALSES (Sessional Salaries)
e WI_SALSTT (Staff Salaries)

e WIF_SALSTD (Student Salaries)
e WF_BENEFT (Benefits)

3. In your estimate the entire $50,000 is related to staff, and you estimate that the related
benefit rate is 18%.

4. In the TotalYear column for Account WE_SALSTF enter “50000”.
5. In the TotalYear column for Account WF_BENEFT enter “9000”.
6. Click Save.

Contact Information
budget@finance.ubc.ca
http://wwwv.it.ubc.ca/projects/strategicprojects/titanatlas.html

a place of mind
THE UNIVERSITY OF BRITISH COLUMBIA
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What you’ve done and what it all means

You should now understand the 3 main components that will contribute to the Salaries and
Benefits component of your Plan

» Existing Positions
» New Positions

» High-level adjustments
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Reports

What will you learn in this lesson?

» Whete to find reportts.
» How to open tepotts.

» How to drill down into reports.

Financial Reporting vs. Web Analysis

Hyperion includes Oracle Hyperion Financial Reporting Fusion Edition and Oracle Hyperion Web
Analysis reporting capabilities.

FINANCIAL REPORTING
» Highly formatted financial and operational reporting
»  Multi-dimensional data

» Web environment

WEB ANALYSIS
» Web-based interactive reporting against
» Mult-dimensional data sources

» Web environment

Contact Information
budget@finance.ubc.ca

http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html

UBC a place of mind
THE UNIVERSITY OF BRITISH COLUMBIA
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PLANNING DATA SOURCES
Planning uses the multi-dimensional database Essbase to store dimension hierarchies and

consolidated data. Once the Esshase database is created for each plan type (e.g. ISPlan) in the
application (UBCPIlan), it contains the dimensions, members, and data values relevant to the plan

type.

ACCESS TO REPORT CONTENT

Workspace provides a single point of access to both Financial Reporting and Web Analysis.

Depending on your assigned roles and security access, you can use Workspace to view and print
reports and books, set preferences, create and schedule batches. You can define preferences and
formatting options for the Financial Reporting and Web Analysis:

» Default mode for previewing reports
User POV preview, location and member selections

Microsoft Office application to which reports are exported

Behaviour of prompts

YV V VYV V

Display of the View Pane

BROWSING THE REPOSITORY

In the Explore module (EEEES) you can open reports and books, export and import items. When
you select a repository folder from the View Pane, the folder items to which you have access are
displayed in the content area. By default, each item displays name, type, date, modified, and
description. You can sort the list of items by clicking the column headings.
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File View Favorites Tools Help

Welcome TRAMNZS | Log Off ORACLE

A b Booe | & o search ")
[Titan Reports/Production/ISPlan [=IJES|
Folders 1 [ #[name [Type [Modified [ Description
= [ﬁl Root M Account Statement by PG Web Analysis Do... T/21/10 9:34 AN
[ﬁl Sample Content _I,[%Actual Plan and Forecast Comparison Web Analysis Do... T/22/10 9:48 AN
[ﬂ Shared Workspace Pages |_] Actuale Plan and Forecast Comparison Financial Reporti... 7/21/10 11:47 PM
| [ﬂ Titan Reports |_] Ancillary Financial Highlights Financial Reporti... 7/22/10 1:28 AM
=l El Production Financial Highlights Web Analysie Do... &3/10 11:26 AN
@ 3| Planning Template Financial Reporti... 8210 2:55 PM
kil [ﬂ Users .I.fz Planning Template_WA Web Analysis Do... 8/3/10 11:25 AM
Scenario Variance Report Web Analysis Do... 7/20/10 6:35 PM
5] Snapshot - Account by Department Financial Reporti... 7/20/10 11:51 AM
Snapshot - Account by Fund Financial Reporti... 7/20/10 11:51 AM
Snapshot - Account by Projects Financial Reporti... 7/20/10 11:52 AM
n |_] Snapshot by Department Financial Reporti... 7/22/10 1:37 AN
b 5] Snapshot by Fund Financial Reporti... 7/22/10 1:43 AN
Snapshot by Program Codes Financial Reporti TI22/10 1:47 AM
| Snapshot by Project Grants Financial Reporti TI22/10 1:48 AM
Snapshot by Versions Financial Reporti T22/10 1:51 AM
Snapshot - Scenarios Financial Reporti TI22110 1:32 AM
| Snapshot - Scenarios and Variances Financial Reporti. 7/21/10 5:29 PM
y | 214l | >

INTERACTING WITH WEB ANALYSIS REPORT

Web Analysis allows users to manipulate data in documents to display specific information.
Methods of manipulation include changing pages, drilling to different levels of data, changing the

data displayed, and keeping or removing dimension-specific data.

Web Analysis provides advanced analytical tools that enable you to perform quick, ad hoc analysis
of a document. Analysis tools speed up comparisons, visually organize data, and promote
conclusions.

You can:

>

vV VYV V VY V V

UBC

W

Sort data

Filter data

Search data
Define formulas
Add Traffic Light

Create Pinboards

Set User Preferences

a place of mind

Contact Information

budget@finance.ubc.ca

http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html

THE UNIVERSITY OF BRITISH COLUMBIA



94 | Chapter 9 - Reports

Exercise 9-1 — Access Web Analysis
Reports in HTML

Prerequisite: You must have adequate user security privileges.
1. Click the Explore toolbar button (m The system opens the list
of folders that contain the various reports.
2. Click the Titan Reports folder.
3. Click the Production folder and then the ISPlan folder.

4. Right-click the report “Actual Plan and Forecast Comparison”. This file
has an extension of “Web Analysis Document”. A sub-menu appears.

5. Click Open As > HTML. The system generates the report and displays it in HTML format on
the screen. The POV is the combination of the most recent filter criteria selections.

6. Change the POV by interacting with the choices provided. Enter the data as outlined in the
following table:

DATA FIELD DATA TO ENTER/SELECT

Fund G0000

Department (the one assigned to you on the Training Login Sheet)
Project Grant 00GTRAIN

Program Code PC_DEFAULT
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‘e\ Fle Edt View Favortes Fomat Tools Help Weicome TRAINO1

# e % Explore e [ 7]
[Titan Reports/Production/ISPlan/Actual Plan and Forecast Comparison

Actual Plan and Forecast Comparison

Select your Point Of View (POV) |

=I =| =
ﬁ)?f [Goooo - General Purpose Operating || | Department [p110200 ., =l ;/:J
Project Grant | [QoGTRAIN =l| 'program code | [Pc_perAuLt -
I = X 2l sacctperioa

als la orecas
& vearTotal

" BegBalance
© April

65916476 6697,0131 o
65886476 66910131 7,081635.05 o 6,691,013.1 © May

3,000 ,001 37,800 o &,000) € 1une
5.700,120) o 5,639,000)

 2uly

€ August
 september
" October

© November
 December

© January
€ February
© March

FIGURE 10: To see the entire report, close the left navigation View Pane.

7. Select “December” in the list of period on the right and observe the change.

. Fle Edt Vew Favodtes Fomat Tools Help Welcome TRAIND

A e % Explore [ e L3 <]
[Tttan Reports/Production/ISPlan/Actual Plan and Forecast Comparison

Actual Plan and Forecast Comparison

Select your Point Of View (POV) |

Fund [G0000 - General Purpese Operating ]| | Department [p110200 - | /2,

Project Grant [cocTrRam ;|| Program Code [Pc_pEFauLT ;" Select Period
elect Perio

Plan cas
" YearTotal
Approved Working Working pe
[ o [ oo [ mao | o | e [P0 Begaalance
40726 617,75561 q 617,755.61]  April
59140726 617,755861 o 617,755.61) © May
INTERFUND_TFRS 3,150 o o  June
REVENUES 0 0 0 (Chiny
€ August
 September
€ October
€ November

& December
© January

 February
€ March

These reports are dynamic. Which means you can change the values of the dimensions to change
the results on the report seen on the screen.

Contact Information
budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html

BC a place of mind
THE UNIVERSITY OF BRITISH COLUMBIA
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Exercise 9-2 — Interacting with Web
Analysis Reports

Prerequisite: You must have adequate user security privileges.

1. Navigate to the same report in Exercise 1 Actual Plan and Forecast
Comparison.
2. Move your cursor to the Account column and right-click on Expenses

> Drill > Drill Down. The Expenses account expands to show the next level of
account members.

3. Place the cursor on the text “Supplies_Expenses”.

4. Right-click and select Keep Only. The rest of the accounts would be excluded from the report.

Select your Point Of View (POV)

-1 -
éﬁ:r+i | |GDDDU - General Purpose Operating ;II Department | I_[

ProjectGrantl |DUGTRAIN ;ll Program Code | |_|:

Approved

d

o 617,755.61 0 0f 593,
26 61775551 of o ses,
. (2.4 613,791.04 0 0f 564
Analysis Tools >
Search 0 0f 0 0f
SR | il o 0| )
Data Display 3 0 o ol ol
Refresh a a 0l al
Export [ Bl 0 0
Print via PDF L ol ol o
Edit Data 0 0 0 0f
Spreadsheet Options 0 0 0 0
L 0 0f 0 0f
Column Sizing
.99 0 0 0 10,
0 0 of 0f 3,
of 0 of of B,
0f 0 0 0
3,064 57| of 0| 4,
0f 0 0f
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fle Edt Vew Favortes Fomat Tooks Help Welcome TRANOT |

A & Expore & F D B E Search

[Titan Reports/Production/ISPian/Actual Plan and Forecast Comparison

Actual Plan and Forecast Comparison

Select your Point Of View (POV) |
Fund [G0000 - General Purpose Operating_=]| | Department [p110200 - = f,,J
Project Grant |  [00GTRAIN =J| |Program code | [Pc_DEFAULT =l

Select Period

€ YearTotal
€ BegBalance
© april

C May
 June

O 2uly

© August

@ Fre
€ October

' November
& December
© January

€ February

Exercise 9-3 — Analysis Tools — Traffic
Lights

1. Return to the YearTotal radio button (on the right).

Actual Plan and Forecast Comparison

Select your Point Of View (POV) |

Fund [G0000 - General Furpose Operating  -||  Department [p110200 B =] /:J

Project Grant | [g0GTRAIN || |program code | [rc_pEFauLT

Select Period
K @ YearTotal

© April
 May
_— © June
Remove Only - il
ol
Analysis Tools Manager © August

(ol
Retrieve Orly Top/Bottom.| September

e TR " October

I mmrr—> € heverier
i - " December
Calauation © January
ShowjHide Only... € February
Format ) march
Column Sizing 3

2. Right-click on the account “Supplies_Expenses” (a pop-up menu appears) and select Analysis
Tools and then Traffic Light.... The Traffic Lighting Control Panel opens.

Contact Information
budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html

a place of mind
THE UNIVERSITY OF BRITISH COLUMBIA
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Traffic Lighting

Apply To Compare To

[T Advanced I = Differences
Aszszign Limitz

Set Points Colors

[»= [ [-10000 | - 100

[»= || [10000 | \_‘m 1o
B | [

¥ Enable Financial Intelligence

3. Set Points: >= -10000 and >= 10000. See image above.

4. Click OK. The system closes the window and returns to the report. Notice the colour changes.

Welcome TRANOT |

Iitan Reports/Production/1SPlan/Aclual Plan and Forecast Comparison

Actual Plan and Forecast Comparison

Select your Point Of View (POV) |

Fund [G0000 - General Purpose Operating ]| | Department [Dt10z00 — = 4/':J
Project Grant DO0GTRAIN ~|| |Program Code PC_DEFAULT -
I =l = = ooiec rerod

L & YearTotal
Ap Approved Working P
[ Fvos [ Fri0 | Fvos [ Fvio | Fvi1 | Fviz_|  Fvi0 | Erare
ENS... 0 o 0 © April
€ May

€ June
Olluty
 August

Ol saptember
€ october
€ November

€ February
€ March

Traffic Light Colours

The colours indicate varying range sets based on the parameter thresholds you set. For
example, you could define the range as “0” to “25”. Green would indicate that the current
data is somewhere between “0” and “9”. Yellow would indicate that the data is between
“10” and “19” and red would be “20” to “25”.

Traffic Light Colour Meaning
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Green Green indicates that all is fine!

Yellow Yellow indicates that things are still relatively within acceptable
range but you should monitor things.

Red Red is an indication that potential problems are on the horizon
based on the parameters set.

Exercise 9-4 — Analysis Tools —
Calculation (self study)

1. Stay on the same report (the one with the traffic lights).

2. Place the cursor on any of “FY(09” heading labels, and right-click on
Analysis Tools.

Actual Plan and Forecast Co

Select your Point Of View (POV) |

=1 -1
F}?’# IGDDDD - General Purpose Operating ;” Department | ||31102DD

Project Grant | |UUGTR_AIN ;” Program Code |PC_DEFAULT

Flan Forecast

Approved Working ‘Working

SUPPLIES_EXPENS... ==

Keep Only
Remove Only

Drill »

Analysis Tools Manager

Retrieve Only Top/Bottom.
Restrict Data...
Traffic Light...

C m—>
y [Hide O

Format

Column Sizing »

3. Click on Caleulation... The Calculation Definition window opens.

4. C(lick the Functions tab.

Contact Information
budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html

a place of mind
THE UNIVERSITY OF BRITISH COLUMBIA




100 / cChapter 9 - Reports

b

5. From the Function drop-down list, select “Average”.

ion Definition

Name: |Untitled

Definition v

Absolute Value( [0] )

Function

Absolute Value | 2 Click here

Arguments
al ?

Difference from Average
Diivicle:

Linear Regression

haimum “alug

] &

zimum

. —ic References
hdinimurm % alue

hdinimmLim
uttiply Opposite Member:

Percert of Difference SUPPLES_EXPENSES |

Percert Difference from Swverag:

Percent Of Member
Eq |L|LI il iaoady

6. From the Select Members pane, highlight “FY09” and “FY10”, click the arrow to move the
selected members (FY(09 and FY10) to the “Arguments” box. Notice that the Formula Box is
now populated with the combination of Function and Arguments.
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Name: | Untitied
Definition:
] ]
Members Functions ‘ Options |
Formula —
Average( [FY09], [FY10], ... }
Function
| Average M 2. cClick the arrow to move selections
Select Arguments
]
FY10
1. Select
each )
member
|_ Advanced |_ Dynamic References
[T AllMembers
Constant: Opposite Member:
[ SUPPLEES_EXPENSES ]

FIGURE 11: Once member selections are made, the system creates the formula in the Formula box.

7. Click the Insert button on the middle right of the screen. The Calculation Definition is now set

Name: |Untited

{ Defintion: \

Average( [Fr09], [Fy10]) |

Formula =
( Average( [FY08], [FY10, ) ) 2. Sys;:eﬂ;_ﬁmml
—— popul iti
Average with the formula 1. Click
setup
Select Members. Arguments
Frog FYos
FY10
Fr i
Friz2
™ Advanced O Dynamic References
™ Al Members
Constant: Opposite Member:
[ SUPPLES_EXPENSES |

8. Go to the top of the window and enter a name in the Name field: “AVG FY09 FY10”.

Contact Information

budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html

a place of mind
THE UNIVERSITY OF BRITISH COLUMBIA
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AVG Fr08 Fr10|

9. Click OK to complete the formula. The report is now added the Formula column.

Welcome TRANOT |
Search

o~ 1 -~
i | [Soo00 - Generat purpose operating =] | Department | [oriozoe . = ‘/'ZJ

oject Grant | - [ooGTRAN 5| 9 = Selectiperiod

& YearTotal
" BegBalance

This is what you created with the Calculation Definition € Qctober

Exercise 9-5 — Preview Financial
Reporting Reports in HTML or PDF

Prerequisite: You must have adequate user security privileges.
1. Click the Explore toolbar button (EEE). The system opens the list
of folders that contain the vatious reports.
2, Click the Titan Reports folder.
3. Click the Production folder and then the 1ISPlan folder.

4. Right-click the report “Snapshot —Scenarios and Variances” (this file has
an extension of “Financial Reporting Report”). A sub-menu appears.

5. Click Open In > HTML Preview. This causes the Preview User Point of 1 iew window to
open.
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oot of v tsabeiow
Feriod
-
oo ]
6. Enter the data specified in the following table and then click the OK when defining all your
dimensions:

Data Entry Field Data to Enter
Period TotalYear
Project Grant 00GTRAIN
Entity (as defined on the Training Login Sheet)
Program Code PC_DEFAULT
Fund G0000
Year FY10

7. 'The reporting component of the system gives you the ability the drill down through reports in
both HTML and PDF. Click on the arrows next to the accounts. Hover over the sideways
arrow. The tooltip says “Expand”.

Contact Information
budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html

a place of mind
THE UNIVERSITY OF BRITISH COLUMBIA
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- ios and
G0000 - D110200,
00GTRAIN - PC_DEFAULT - Qtr2
Click on the sideways ks Plan
arrow to expand the P 200910
member broved Approved
Ex|
LARES 1,554,417
S_EXPENSES 4,382
TRAVEL_EXP 1,156
¥ PROFESSIONAL_FEES d
P UTILTES_A 11,669
¥ CAPTAL_EXPENDITURES 505
1572139
Interfund Transfers
» TROUT

NOTE: The report can also be opened in PDF by clicking Open In > PDF Preview instead of

HTML Preview. It may look as though the system is not responding, but just be patient. It is
working.

8. On the POV select a different Period, e.g. “Period: Q2”.

(g Period: YearTotal ."'

— POV "Period"

FIGURE 12: Clicking the button opens the Member Selection window.
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Members:
Available: Period (1-12 of 12)
Find: [ Name =l M [ yse widcards
ﬁa | EE | Rows Per Page: | 100 ¥
Name Default
EFS € period

& (" BegBalance
EFiS € vearTotal

= N let] atrl
ES @ ao a2

8 Tl July

D " aug August

94 C sep September
L g3 atr3
Fd ©ga Qtrd

' € Totarrear
€ substiution Variables

9. Expand the “Period” member and the “YearTotal” member.
10. Select “QQ2” and then click OK to review the report.

Welcome TRAINO1 | Log Off ORACLS

e T S S e e e e e 5l
Qg Perod a2 | Qi Project Grant: 00GTRAN | Qg Entiy: 110200 | Qi Program Code: PC_DEFAULT | Qg Funa: Goooo | Qg vearFrio ‘ < | > ‘

. a place of mind THE UNIVERSITY OF BRITISH COLUMBIA

Snapshot - Scenarios and Variances
G0000 - D110200,
00GTRAIN - PC_DEFAULT - Qir2

Actuals Plan Forecast Plan Actuals vs Plan Plan vs Plan Forecastvs Plan
2009/10 2009110 201041 2008109 & 2010111 2003140 & 2010111 2009140 & 2010111
Approved Approved Working Wiorking Fav{Unfav) % Change. Fav{Unfav) % Change. Fav{Unfav) % Change.
Revenues/Funding
Expenses
¥ SALARIES 1,554,417 1 1,620,034 1,694,051 (139,634) @) (1694,051) (1,694,051)% (74,017) 5%
F SUPPLIES_EXPENSES 4302 - (18,508) 30,960 (26,568) (605) (30,960) (30,960)% (49,425) 267%
F TRAVEL_EXP 1,156 - - 1,902 (10,728) (930) (11,902) (11,902)% 11,902) (11,902)%
» PROFESSIONAL_FEES - - - 334 (394) (394) (334) (394)% (334) (394)%
»UTLTES_A 1,669 - 11,890 12,100 431y @ (12,100) (12,100)% @10) @)%
¥ CAPITAL_EXPENDITURES 505 - 12 20253 (19.748) (3914 (20.253) (20253)% (20.241) (176.012)%
1572139 g 1.613.430 1.769.659 (197.520¢ 03 (1.769.659) (1.769.659) (156.229) ]
Interfund Transfers
FTROUT g 1 g (9,450) 9,450 5,650 (9,450) 945,000 (3.450) 5,650
1 1 (9.450) 9.450) 9.450)% (9.450) (845,000)% (9.450) 9.450)%
STMT_REV_EXP (1,672,139) - (1,613,430) 11,779.109) (206,970 (13)% (1779.109) __ (177,810,576)% (165,679) (10)%

Export In Query Ready Mode

o DA 2595

4 21
FIGURE 13: See the result of the change of Period from TotalYear to Q2.

Contact Information
budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html
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Exercise 9-6 — Export the Report to Excel

Prerequisite: The report must be open on the screen.

1. Click the File menu.

2. Click Export.

3. Click Excel.

4. Click Fully Formatted Grids and Text. This opens the Fi/e
Download window.

5. You may choose to first open the file in Excel to view it before saving it by clicking the Open
button or you may save directly from the window by clicking Save and selecting a storage
location.
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Last, But Not Least...

Logging off of the Campus-Wide
Budgeting System

You can quit just the current session or exit the Campus-Wide Budgeting System entirely

Scenario: You have finished working on the financial plans and reports. You want to now close the system
session. You must now log off.

Prerequisite: You must be logged in to be able to log off, oddly enough!

1. Click File, then Log Off.
2. In Log Off, click Yes. The Log On screen is displayed for your next

session.

3. To close Planning, click File, then Exit.

Note: If you log on and do not use the application for awhile, you are automatically
| logged off at the interval your administrator set.

Summary of everything you’ve done

Don’t feel intimidated and don’t be afraid to try things! There is nothing scary or mysterious about
the Budgeting System! It’s just a computer application designed to make your job a little easier
and more enjoyable.

Go forth and have fun!

Contact Information
budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html

C
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a place of mind
THE UNIVERSITY OF BRITISH COLUMBIA
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Appendix A — Menu items

Menus

You have access to only the menus that your user profile permits you to access. For example, users
who are assigned the role of Administrator can access all functions on the Administration menu
and users who are assigned the Interactive user role can access some functions on the Administration

menu.

File Menu

The following table describes the commands under the File menu.

New Creates documents, personal pages, workspace pages, data forms,
reports, task lists, user variables, or menus.

Open Opens a document, application or URL.

Close Closes whatever is currently open.

Save Saves data input to data forms.

Print Prints the current screen.

Workflow Manages the Planning process or copy versions.

Preferences Sets general, authentication, explore, Web analysis, Financial
Reporting, Planning, and other settings.

Log off Logs off the application.

Exit Exits the workspace

Edit Menu

The following table describes the commands under the Edit menu.

Adjust

Increases or decreases data values by a percentage or by a specific
value.

Grid Spread

Spreads data values across multiple dimensions on the grid. The
options are “proportional”, “even split” and “fill”.

Launch Rules

Launches a business rule from a data form.

Annotate
Planning Unit

Adds comments to a planning unit.

Cell Text

Adds comments to a specific cell or to a range of cells at any level in
a data form.
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Supporting Adds detail that aggregates to the cell value in a data form.

Detail

Lock/Unlock Locks cells so that they are ignored when data is spread.

Cells

Initialize Loads pre-defined dimensions and members, data forms, member
Workforce formulas, business rules and menus to prepare plans for workforce

resources (members, forms, and business rules can be customized).

NOTE: The option “Initialize Workforce” is displayed only if the
option was selected and configured during the configuration of
Planning by a systems administrator.

View Menu

The following table describes the commands under the View menu.

View Pane Hides or shows the View pane.

Refresh Refreshes the current view to reflect what is stored in the
database.

Instructions Views instructions for a data form. This option is available only

when the data form contains instructions.

View and Account | Enters, edits or views comments for a specific account, entity,

Annotations scenario and version combination.
Basic Mode Toggles the view for tasks between basic and advanced modes.
Task List Views task lists to which you have access, views task status, and

creates a task list report.

Administration Menu

The following table describes the commands under the Administration menu.

Manage Data Forms | Creates, edits, moves, deletes and assigns access to data
forms.

Manage Task Lists Creates, edits, moves, deletes and assigns access to task lists.

Manage Menus Creates and edits menus.

Manage User Specifies the values of variables that are assigned to data
Variables forms.

Dimensions Sets and changes access for dimensions such as Account,

Entity, Scenario and Version and for user-defined dimensions.

Contact Information
budget@finance.ubc.ca
http://www.it.ubc.ca/projects/strategicprojects/titanatlas.html

a place of mind
THE UNIVERSITY OF BRITISH COLUMBIA
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Copy Data

Copies data, including supporting details, from one planning
unit to another.

Clear Cell Details

Clears the cells of any details contained therein.

Reporting

Prints Planning information including form definitions, user
and group report lists, access assignments for dimensions,
planning unit annotations, process status lists, and active
application auditing.

View Statistics

Views information about the Planning application and its
usage.

Application Settings

Sets Planning application-wide preferences.

Business Rule
Security

Assigns launch security to business rules.

Copy Document Link

Links tasks in task lists to application pages.

Tools Menu

Advanced Search

Searches the workspace for documents.

Links

Manages links to other products or URLSs.

Business Rules

Launches business rules.
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Appendix B — Toolbar Buttons

The toolbar buttons provide shortcuts to Planning tasks and open dialog boxes that you can use to
manage documents, task lists, and favourites. The following table describes the buttons on the

toolbar.

Button Tooltip Description

B Explore Allows the user to access the root directory. This directory
includes the reports.

E Save Saves data input on data forms. When you save data the
totals are recalculated and updated values are displayed for
members that are calculated dynamically.

Refresh Refreshes the data form with data stored in the database.
Use this function to update the data on the data form
without applying any entered or edited values.

When you refresh data, the system warns you that you
entered data but did not save.

E Print Prints the contents of the currently open screen.

Adjust Increases or decreases values by a percentage or by a value.

E Lock/Unlock | Locks or unlocks cells when data is spread.

Cells

E Grid Spread | Spreads data across dimensions on the data form.

Cut, Copy, | Cuts, copies or pastes values from one or more cells to one

Paste or more cells on the data form.

You cannot paste into read-only cells.
The system copies and pastes the stored value of the cell,
not the value determined by the precision setting.

E Cell Text Adds comments to a specific cell at any level in data forms.

Add/Edit Adds or edits documents to provide documentation for data

Document in cells.
E Supporting Adds detail that aggregates to the cell value in data forms.
Detail

Task List Opens task lists — available only if task lists are assigned to

you.
Status Checks task list status.
I3 Log off Logs off the open application.

a place of mind

THE UNIVERSITY OF BRITISH COLUMBIA
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Appendix C — Navigation Shortcuts

Children of parents can be hidden to navigate the data forms more easily. This feature is especially
useful for forms that contain large humbers of rows and columns. The following table summarises
the keys that you can use during data entry.

Key Result

Enter Enters a value and moves the cursor to the cell below the current cell.
Tab Enters a value and moves the cursor to the next cell in the row.
Shift+Tab Enters a value and moves the cursor to the previous cell in the row.
Esc Cancels a value and restore the previous value.

Ctrl+z Cancels a value and restores the previous value.

Ctrl+c Copies the selected range of cells to the clipboard.

Ctrl+x Cuts the selected range of cells.

Ctrl+v Pastes the contents from the clipboard into the current cell.




