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Overview

Planning Workspace is a centralized Web-based planning, budgeting and forecasting program that
integrates financial and operational planning processes and improves business predictability.
Planning allows the budgeting process to be performed using a web browser. The end user enters
data through the internet in web forms. The data can then be pulled into reports and analyzed.
Planning web forms can also be downloaded to Excel with a direct connection to the web or
downloaded to work offline. Planning is compatible with Internet Explorer 7.x, 8.x and Firefox 3.5.x.

Planning Logon

Log into:
Planning

http://yardarm.csuci.edu:8300/
HyperionPlanning/LogOn.jsp et
User name is your name (first.last). L Ov
Password is your Campus login. o
Click on Log On.
ORACLE
Copyright © 2000, 2010, Oracle, and [ or its affilistes, All rights reserved.
Preferences [

Setting User Preferences:
Navigate to:

File

Preferences

Application Settings tab
o Enter email address

o

Display Options tab
o0 Put in your number formatting
preferences
o0 Change the “Warn if data form
larger than” number to 50000\

Application Settings | Display Options | Printing Options ~ User Yariable Options

E-mail Options Uss Application Default [

=
General

E-mail Address:

el Task List Notification:

no [v] O

Authentication Process Management Notification: [ [~ O
o Copy the Application jr\iu :;'l‘ ]
= TS0l NotiFication: [hia v El

= Alias Setting Uss Application Default [

Bliss Table: Defauk (v | [

Financial Reprting

Process Management Options Use Application Default [

[EENE2 g m|
Show Planning Units That are Not Started:
Out of Office Assiskant

Nl
Web Analysis Sheow Planning Units as Aliases:

2

Planning

Preferences =
v—| application Settings | Display Options | Printing Options
1¥=
General Mumber Formatting

N
3 Decimal Separator:

User Variable Options

Lse Application Default [

Thousands Separator: [commala] 01 |

Authentication

B

Negative Sign:

Negative Calor:

ek [v] O

Use Application Default [ !

Explore Page Optians
= Remember selected page members: | ves !\,g O
B Allow Search When Mumber of Pages e o=
|

Exreeds:

Financial Reporting

Indentation of Members on Page: | Indent level 0 members anly [v| [

other Optians Use Application Default [] |
[ves [w] OJ

Data Form Setting [+ |
jation operators: oA RO e ing Ul
Ll

wieh Analysis Remember most recent page visited:

Pg
Plsnning ol specied [50000] a

Show the specified members on eacl

wiarn if data form larger

sions Page. |25

Show the specified records on each Assian Access Page, 25




Workspace Logon

To access Workspace:

http://yardarm.csuci.edu:19000/
workspace/index.jsp

User name is your name (first.last).
Password is your Campus login.
Click on Log On.

=

[ cradke Enterprise Perfomance Mansgement System ..

ORACLE taterprise agr System F Edition

s e
tracy. cole

Password:
LegOn 8

ORACLE

ENTERPRISE PERFORMANCE
MANAGEMENT SYSTEM

Copymight © 2005, 2010, rade and { or its affilates. Al rights reserved.

To access Planning:
Select Navigate > Applications >
Planning > CSUCI

L= I Recently Opened . sk Links

--------

or click here

r‘l Workspace Pages




Navigating in Planning

Planning menu Planning toolbar Content Area

Open

e
app I | Catl on DELCE e CSUCI - New Employee Additions Next Yr - Enter New Employees * Search _ © fdvanced
csucr Y ‘j
[ < [ Fome : : £ L ‘ B
| 7 Budgst Manan = = s}
*  Transfers | ooooosss [v|#a] [ cooot [v|#4] [ 110 [v]84] [ no_program [v] H/| Mo_Project [ & |
) Expense & Reverue ... PEDS‘ PY— . [VIH‘ G
~| 7 Employss Data et Emplovee
#| [ Existing Employe.... [=NearTotal e aug aop Eat i / - G o2 oo,
_ ENewEmployes A B e ive
1 [ Budgst OFfice Admin Forms
=+ 7 Training Forms FTE_Executive /
£01100_Academic Salaries /
FTE_Acadsmic Salaties /
£01101_Department Chair | 4
VI eW FTE_Department Chair
Pane o Business Rule available £01201_Management and Supervisor: v

FTE_Management and Supervisory

&
L

601300_Support Staff

FTE_Suppart Staff

601304 _Teaching Associates

FTE_Teaching Associates

601800_Librarian

FTE_Librarian

601807_Temporary Faculty

FTE_Temporary Faculty

\ <l i >

Toolbar Icons

The toolbar icons for Hyperion Planning
are very similar to Excel. Whenin a

web entry form, you can use the drop B L B B &
down menus such as “File” or “Edit” or
you can use the icons listed across the

top of the page
E Save data input on data forms
Save

E Refresh the data form with data sorted in the database
Refresh

_ Print the current screen
Print

/ _ Increase or decrease values by a percentage or by a
Adjust value

Grid Spread

Run a mass allocate calculation
Mass Allocate

Add comments to a specific cell at any level in data

Lock or unlock cells when spreading data




Lock or unlock cells when spreading data
Lock/Unlock Cells

_ _ Add detail that aggregates the cell value in data forms
Supporting Detall

_ Add or edit documents to provide documentation for
Add/Edit data in cells

Document

Open an attached Excel or Word document
Open Document

Cut, Copy or Paste values from one or more cells to
Cut, Copy, Paste | one or more cells on data forms

_ Shows the instructions for the data form
Instructions

Open data forms in Smart View

E EEEH

Open in Smart

View

] _ Open task lists if task lists are assigned to you
' Task List
Check task list status

: Status
Data Forms
There are Several forms |n Plann”‘]g to ORACLE" Enterprise Performance M t System Wor Fusion Edition
choose from, depending on what you Hovgale | Ele | Bt BVen i aaciplecitcnetu i es

# K = " Explore

want to do. The folders to the right
contain the forms.

CSUCI - Select Data Form %

C5UCT

=) " Forms [raka Form Description

. | | Budget Managers View Actuals Current Year Views Salary, Expense & Revenue Actuals data
If you Cl ICk On a folder that you do not -l § ) Transfers Wiews Budget Current Year ‘Wiew Current Year Revenue, Salary & Expense

- Perm Budget Adj...
have access to, the folder will be empty. Pt B9 Cre T Toret.
A i Expense B Revenue ..,
| i Employee D;

+| 2 FiEting Employe...
I Mew Employee A...
+| ) Budget Office Admin Forms

All folders and forms are explain
detail in this user guide. :
+| 2 Training Forms
Folders are here
Forms Wl” be here [ View Actusls Current Year

[ view Budget Current Year




View Only Forms

Click on Budget Managers: There are 2
forms here that allow you to view only
data

o View Actuals Current Year

o View Budget Current Year

Mavigate  File

HomePage

=| 2 Forms

Data Form
-| | Budget Managers View Ackuals Current Year
= l ) Transfers Yiew Budget Current Year
¥ Perm Budget Adjustments
¥ One-Time Transfers (SWAT-CPQ's)

i " Expense & Revenue Input Mext Yr
-] §7 Employee Data
=5

i Change Salary

# B &= T Explore

Edit Miew Favortes Tools  Administration  Help

CSUCI - Select Data Form *

CSUCT

| Existing Employee Changes Next ¥r
| Change Department
§7 Change Fund

You can view budget data or actual data
in these web forms but you cannot
make any changes here. Select your
fund, department, program and project
and click Go.

[ CSUCT - Budget Managers - View Actuals Current Year *

| i Forms

-| i Budget Managers

=| |7 Transfers

i Perm Budget Adj..
) One-Time Transf...
7 Expense & Revenue ...
=| {7 Employee Data
+| 9 Existing Employe. ..

7 New Employee A... 601030_Executive
+| [ Budget Office Admin Forms

| [ Training Forms

<Calculate Data Form - View Actuals! 601304 _Teaching Associates

CSUCT

page | Goont [w|@4] | 25 [v]8a) | wo_program [v]da] [ nmo_project

EesrTotal - g o =2

601100_Academic Salaries

601101 _Department Chair

601201 _Management and Supervisory 138420 15380 15360 15360 4p1e

601300_Support Staff 174746 18032 18864 18884 5580

601800_Librarian

601807 _Temporary Faculty

601808_Final Settemant

Expense and Revenue Input

Expense and Revenue Input Next Yr:
There are 2 forms here.

0 Expense Input Next Yr
0 Revenue Input Next Yr

CSUCI - Select Data Form *

CSUCT
=1 9 Forms Diata Form
=l [ Budget Managers Expense Inpuk Mewxt Yr
=+ 0 Transfers Revenue Inpuk Mext Yr
[,' Expense & Revenue Input Mext ¥r
=+ 7 Employee Data

+| Y Budget Office Admin Forms
+| 9 Training Forms




The Expense and Revenue Input forms
function the same. Select your fund,

csuct

department, program and project and e — B—r = a -
click Go. The first column (green) is the
prior year actual for your reference. et Ll R P I B 1
Enter your department data and save.
Entering Data Basics
You can: ==
o Page through Departments, — : f—
Funds, Programs and Projects S T L Ltz v ®
with a drop down bar
o Click Go to switch to the
intersection of members you
chose.
o Always save data changes prior
to switching to another
Department, Fund, Program or
Project (you will be warned by
the system to save).
Using the Find feature: =
This feature can be used instead of — : —
scrolling through the drop down to find | r=e > = L2 Y @ Search - Windows imernet £x... L DD
the item you are looking for. Click on _ Gt ed il
the binoculars and a search window will C
appear. Type in what you know and S et | s o % L
click the binoculars again. The options I e |
will appear in the drop-down box. Keep 01101 Departmert Chai -
clicking on the binoculars until the item €01201 Managenert and Suparvisary EE - =
you need is in the drop-down box ———— | | tew2] el ] s
GDISDD:Librar\an
601807 _Temporary Faculky




Form Colors:

The colors of the cells in a web form act
as primary information. The following
are potential colors:

0 Blue — These cells are row and
column headers.

0 Gray — These cells are read only
and are locked. They contain
Actual data from PeopleSoft data
or are an upper level member of
the outline.

o Bright Yellow — Contains
unsaved data. If you see this
color it means, you have entered
data in and have not saved it yet.

0 White — Open to be written in.

CSUCT

Page | apont [w| 84| [ zz5 [v]#]| [ no_Program [w] 8] | no_Project
Actuals
Final
F¥09
VeatTotal [hearTotal u Aug S
604001 _Telephone Usage 504 1000 a3 a3 a3
604002 _Computer Networks
&04090_Other Communications
604800_Cell Phone Usage 133 Q00 75 75 75
605001 _Flectricity - Usage
B05002_Matural Gas - Lsage
B05005_0i - Usage
605004 _water - Usage ‘
605005 _Sewage ‘ ‘
605006_Hazardous fWaste
605090_Other Utiitigs
Headers Data Write
& Read entered but Access
Columns only not saved

You can copy and paste data between
forms, between Planning & Excel, and
within a form

0 Use the Copy & Paste buttons at
the top of the form to copy and
paste just like in Excel.

0 Use Ctrl+C & Ctrl+V for moving
data around within a data form.

Spread data across months by
entering your desired total in the
“Quarter” or “Year Total” cells

o Data will spread according to
the profile already existing in
the months.

o If no data currently exists, the
numbers will spread evenly
across the months.

o All data in a quarter can be
removed by deleting the
Quarter or Year Total value.




Comments

Comments lets you add or view details | I — —=
) . rating v _Budget an eporting hd
about the data in a specific cell or cells. (18] [ No_Project [v]®
To add or view comments from the Actls
Enter Data page: Y09 | | | |
o Highlight the cell or cells that you YearTotal | -earTotal o -
g g y Usage & Cell Text - Windows Internet Explorer E]@ e 53 -
Want to add Comments to' Natjurl-cs ® Bargaining_Unit: No_Bargaining_Unit ® Employee: No_Employee @ Fund: G
. . E . ® Program: Mo_Program @ Project: No_Project
o0 Click the Comments icon or | mumeeten ORIGINAL
. Usage Workin 75
choose Edit/Comments. - .
O Enter your Comments and CIiCk s - Usage Here is where you CJEI:\I add comments
on submit. You will now see a o supportvour ceia]
. . age =
small blue triangle in your cell. [504300_cell Phone Usage i
o Comments are not required but Waste
may be useful and are e
nbursement--UGC [( I JUL |[ >]
encouraged. e [ Cance |
Teimbursement
ursement [v]
<] 1l | [#]
I | | I
Supporting Detail
Supportlng Detall Can be used to bu"d | GDoo1 CI~Uperatm;i‘V |v|i 225_Budget and Reporting viMrl -
an input or a series of inputs using [ No_Progrom W8] noproe 50

simple mathematic calculations
o0 Select the cell or range of cells to
which you wish to give supporting
detail.
o0 Click the Supporting Detail icon

or choose Edit/Supporting
Detail and create simple formulas
to create data based on program
specific information (i.e. Travel =
per diem X number of days +
hotel and airfare).

0 You can click the Add Sibling or
Add Child buttons to create your
detail.

o Cell turns blue when supporting
detail is added.

0 Supporting detail is not required
but may be useful and are
encouraged.

I Acuals |

/€ Supporting Detail - Windows Internet Explorer

604001_Telephone Usage

604002_Computer Networks

Supporting Detail

® Account: 504800_Cell Phone Ussge ® Eargaining_Unit: No_Bargaining_Unit ® Employee:
® Department: 225_Budget and Reporting  ® Program: No_Program  ® Project: No_Projec

604080_Other Communications (| Add Child| Add Sibling| Celete| Delete Alll #rorioio| Demote| Move Up| tove ove| DU
£04800_Cell Phene Usage DRIGINGS
; Warking
605001 _Electricity - Usage Frii
605002_Natural Gas - Usage Jul
605003_0il - Usage Hatel [+ [3a] 20
605004_Water - Usage Food + [ 50
Parking = |w 15
605005_Sewage e
Total: 265
605006_Hazardous Waste
£05090_Other eiities | Cancel |

605802_Water Reimbursement--|

605803_Sewage Reimbursement

605804_Electricity Reimburseme|

M=%y
|~

|Z |

10



Add/Edit a Document

A supporting document or URL can be
added to a cell to capture more detailed
information about that cell.

First, the document must be
downloaded to the report repository
o Click on Explore
o File > Import
0 Choose the type of file to be
imported (usually File)

Step 1. Choose File. You can browse
for this. Click Open.

Click Next

Step 2. Accept default items

Click Next

Step 3. Choose Groups tab and click
Update List.

If you only want the file available to your
group, choose the group you are in.
Otherwise, choose Scenario Grp.

Move the group over using the mid
arrow button.

DRACI_E Enterprise Performance Management System Workspace, F

File Edt View Favorites Toole Help
Mew e é'

Open 3

Cloze LB Input Next YT - Expense Input Mext ¥r

Folders Export...
=5 @ Rt Import ] File...
[E Properties... AR+ENTER URL...
[E Subscribe... Filz Az Job...
[E Preferences... Financial Reports...
[ Logout [£] Sample Content
[ Exit [£] SBC-Academic Affairs
[E7 sEC-AavancemanT I [£] SBC-Advancement
}
Impart: | )
Gereral Propertes
il n the &8 cath rame: of he fle yous want £ mort, o use the Brawse bution t fnd I your systen. Also cravide 8 name and ooscnaly 8
description for the new fie, Chck Next 2 upload the fle.
- e O Budget e FoiderHypernsPasners-Yiowers as of .18 Browss
Muitpe Fles
Hame: fras— -
DesTeton:
e vegt | Fuh | coenl
Imiport: [
1 Choose Fie
I o
EYE— sz type: 1) (145 Excel Fie [ads, ) [ 0]
may [3e] | 18 (ne] | 20 [ne] ot 3 [nek [ (o] [ome [3e]
s o add tn thewr Pxoeptiors Dashhaard
# |« Assignec Keywonds «
h jfock, jofigh. ) Loncd,
Selected Users, Groups and Roles:
Name |1vee |Access toFie  |Favorte
Sces Grp
Student_Affairs_Grp
View_all
View_HR ]
] [ Make these the dfait permissions for al fies [impart.
begnnith  |v] ] Push this item to selected Users, Groups, and Roles:
Update List
Help Back

« | Fiish | Cance]

11




Leave the Access avorite as Inherit.

Click the box for “Push this item...”

Click Finish \

The file is now available in the
Repository.

5
ey Finence G
Acdvarsement_Grp

Cexrn_Mewkelig g

Extended Education
HR_Gp

Information_Tech_Go

OFC_Grp

Office_of the Presdent

Parking_Grp
Puice_Gip
wrement Crp

Student_AMfars_Gip

Salected Usans, Groups and Roles:

Hame Type |Access tofie | Favorse
Soena G Groug | Inberit =] Inberit |

[] Mske these the default permissions for o8 fles 1 mport.

[+] Fush s itam 1o selected Users, Groups, and Rokes,

FTE Total by Person by Department

Financial Reparti...

4/27/11 1:24PM

FTE Totals by Dept Validation

Financial Repaorti...

4/27/11 1:25PM

FTE Totals by Fund-Dept Validation

Financial Reporti...

4/26/11 5:08 PM

GD801 Salary Report w BU

Financial Reparti...

4/26/11 5:08 PM

Monthly Recondiliation

Financial Reparti...

4/26/11 5:08 PM

Monthly Reconciliation Repor

Monthly Reconciliation 2

Financial Repaorti...

4/26/11 5:08 PM

Manthly Reconciiation Repot

Manthly Summary Budget

Financial Reporti...

4/27/11 1:27PM

~p @Planners—!u'iewers as of 1-18-11.xs

M5 Excel File

5/17/11 3:17PM

Position by Department Cur ¥r vs ...

Financial Reparti...

4/26/11 5:08 PM

Position Repart (all positions)

Financial Repaorti...

4/26/11 5:08 PM

Program Report - all departments

Financial Reporti...

4/26/11 5:08 PM

By departmet, shows fund-z

Program Report by Fund and Dep...

Financial Reparti...

4/26/11 5:08 PM

Prompt for dept & fund, sho

Project Report - all departments
Proiect Renort hv Fund and Dena. ..

Financial Reparti...
Financial Renorti....

4/26/11 5:08 PM
426111 5:NF PM

By departmet, shows fund-z
Promnt for dent & fund. sha

Now add the document to the data form.
o0 Open the data form.
0 Choose the cell for the document
0 Choose the Add/Edit Document

icon®=s or right click

Insert Comment
Suppaorting Detail

Achuals
Final
FvD9
‘fearTotal [ErearTotal u g Sep =1 St
594 1,000 x) x) x) 250 x)
a a a a a a
133 900 75 75 75 225 75
Edit »
Adjust »

12



Exporting to Excel to Print or Save

You can export your data form to Excel
and work on your numbers offline.

Click on Tools > Export as Spreadsheet

Save the downloaded File

Open the file in Excel

Note: You cannot add cell text or
supporting detail in Excel. You can only
work on data displayed. You can create
calculations in cells and the data will
load to Planning when you copy and
paste it back into Planning.

Navigate  Fie
& BN = "B B @ £

HomePage

~| [ Forms
=] [ Budget Managers
+| 0 Transfers
[-_v Expense & Revenue ...
+| |7 Employee Data
* [' Budget Office Admin Forms
* [' Training Forms

Favorites

Toolz
Vi LChange Pazzword

Administration

Instal
Change Related Content Links.
LChange Database Connections..
Database Connection Manager...
- Manage Key Figures...
Links
Fa Planning
— Manage Process
LCopy Version
Business Rules
Job Congole
— Copy Link
Custom Links (F)
,E Export as Spreadsheet
604090_Other Communications

4 vlﬁ | 225_Fudget and Reporting

[v]ea]

Actuals

Final

FY¥09

YearTotal [EiearTotal

Jul

594 1000

20000

16€

604800_Cell Phone Usage

File Download

Do you want to save this file?

%ﬂ

Mame: HspExcelarid, xls

Type: Microsoft Office Excel 97-2003 Worksheet

From: yardarm.csuci.edu

Save Cancel

‘Wwhile files from the Intemnet can be useful, some fles can potentially

harm your computer. | pou da not trust the source, do not save this

‘ ;
= filee ‘wihat's the rigk?

Bl HspExcelGrid.xls

604001 _Telephone Usage
604002_Compuiter Networks
604090_Other Communications.

B0} 604800_Cell Phone Usage

BBY 505001 _Electricity

bRl 605002 Natural G

JE] 05003 _oil-u

BEY 605004 Water - Usage

JEl 605005 Sewage

Bl 605006_Hazardous Waste

b8l 505090_Other Uil

BEY 605802 Water Reimby :
19 GC

Actuals ORIGINAL

Final waorking
FYog FY11

YearTotal YearTotal

133 900

ORIGINAL
working
FY11

13



Employee Data

There are several data forms in o grm——— ____________}

Employee Data to choose from. csucr

=I 9 Farms Diata Farm
= |' Budget Managers Enter Extended Faculty Salar
+| [ Transfers Enter Pools w Mo Benelfits
= Enter Temporary Faculty
'.'_ Expense &Revenue Input Next 1r Yiew Existing Emplovees Current Year
B - EEs=ins Yiew Exisking Emplovess Mext Y
=l [ Existing Employee Changes Mext Yr

§ 7 Change Department
¥ Change Fund
¥ Change Salary
£ New Employee Additions Mext Yr
+| 2 Budget Office Admin Forms
| 2 Training Forms

Enter Extended Faculty Salary — Thisis | == . . — ol s
where Extended Education faculty pool - e ——

| THIO01_TF - CERF Ext Ed [w]#4 | 876_summer Session [s]

amount is entered. BT T SI8] [ o pomes G0 ﬂ
o Choose the Fund, Department, SR R RN S T S S
Program and Project and click 3l B
Go
Enter Pools w No Benefits — This is : . .
where you enter the pools for Overtime, oo 1) [ it oinepreg —
Student Assistants, Special Consultants | = L= [l 4] [ vo.proc e -
ChearTotal 1 et Nav BB 2z
and any other salary pooled amount e =
W|th no beneﬂts_ ZZi:zij:i:::j::ts 11400 1520 1520 760 3800 760 780 1520 340
0 Choose the Fund, Department, 31602 up Sl Sevends Bons Al
Program and Project and click e
601511 _Resident Assistants
G O 801102 _Summer Fellowship
e s
601606_Academic Stipend Bonus Allow
<] il [>
Enter Temporary Faculty — This is = e
Where p00|ed amounts for Temporary | :EA)BOI,CINODevatmq vlﬁ\ 715_Business [»] &

[v]# a

Faculty are entered. *% [N o ] [t o
ErearTotal 1 oct Nov Dec 2 Jan

O Choose the Fu nd) De partment) £01807_Temporary Faculty | 341336.00 zjajga‘aa :aqugs.aa ::gs.sa :?495‘50 26486.83 26498.83 28498.83 BE‘sciqs‘so 28496.53

Program and Project and click 3 ' =

Go

14



View Existing Employees Current Year
and View Existing Employees Next Year
— This allows the user to view ONLY the
employees listed for the current year
and last year. Shows their position
number and title, account and salary
amount

o0 Choose a Department and Fund

and click Go

CSUCL

e

Page | Z25_Budget and Reporting

N

[v] 84| | cpso1 c1~ operating

[v]#]| e

[iearTotal

Bracamontes, Stephanie Galvan_000403211

Adminiskrator 11_000000:31

601201

Cole, Tracy Renee_000520079

Assoc Budget Analyst_00000707

601300

Jarnagin,Melissa M_000073586

Adriniskrator 1T_00000563

601201

Schweisinger, Jennifer_000769627

Admin Analyst-Spelst 12 Mo_00001491

601300

Wancewicz, Marysia Ann_000098203

Admin Analyst-Spclyst 12 Mo_0001155

601300

Mew Employee 1

Admin Analyst-Spelst 12 Mo_000001158

601300

Mo_Employes

Mo_Bargaining_Unit

601303

Existing Employee Changes

When making changes to an existing
employee, it is helpful to know the type
of change to be made in order to
choose the correct form.
o0 Changes can be made to the
Department, Fund or Salary.
0 Itis necessary to have the
position number for the
employee.

PN oo - Seiectata rorm ¥ G

CSUCT
= | Forms Data Faorm
-| 7 Budget Managers

+| | Transfers
I | Expense & Revenue Input Mext ¥r
-| | Employee Data
-| | Existing Employee Changes Mext Yr
§| Change Department
. Change Fund
§ | Change Salary
I Mew Employee Additions Mext Yr
+| [§7) Budget Office Admin Forms
+] | Training Forms

To change the Department for an
Existing Employee click on the form

Note: You can only move a person
within your own Division. If an
employee needs to be moved to a
department that is not in you division,
please contact the Administrator.

CSUCT - Select Data Form *

CSUCI

[rata Form
Correck Dept For Existing Enploves

-] g Forms
-| ¥ Budget Managers
+ 0 Transfers

I | Expense & Revenue Input Ne...

-| | Employee Data
| § Existing Employee Chang...
| Change Department
I Change Fund
| Change Salary
I New Employee Additions ...
+| |§ Budget Office Admin Forms
+| [§ Training Forms
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Enter the Fund, Employee Name,
Position, Program, Project and
Department.

Click Go.

The salary and FTE for the employee
will populate.

Make sure to delete the old salary
and FTE!

Click Save

Enter the NEW department.
Click Go.

Enter the salary and FTE.
Click Save.

Csuct

| @Da01_c1 ~ operating [w|#| | cole,Tracy Renee_D00S20079 w84 | oooooro7 [v] e
Fage | ho_Program [sel#] [ no_proect [vlm]
| 225_Budget and Reporting ¥
Bt ul Aug Sep =t Oct Mov Dec =z Jan

601030

FTE_601030

601100

FTE_A01100

601101

To change the Fund for an Existing
Employee click on the form

Note: If an employee needs to be
moved to a Fund that is not a budgeted
fund, please contact the Administrator.

IR csuar- setcctvata Form =

~| 7 Forms
~=| [ Budget Managers
| 0 Transfers
[ Expense & Revenue Input Ne...
=| i) Employes Data
= [ Existing Employee Chang...
§ Change Department
1 change Fund
I Change Salary

C5UCT

Drata Form
Correct Fund for Existing Emplovee

l MNew Employee Additions ...
+| i Budget Office Admin Forms
+| [ Training Forms

Enter the Fund, Employee Name,
Position, Program, Project and
Department.

Click Go.

The salary and FTE for the employee
will populate.

Make sure to delete the old salary
and FTE!

Enter the salary and FTE in the new
Fund.

Click Save.

C5UCT

[v]8a| [ oooooror
[v]#] [ eotion[w| | 225 Budget and Reparting

| Cole, Tracy Renee_000520079 [v]ﬁ | Mo_Program

Page
| Mo_Project

[=learTatal =01

Jul Aug Sep Oct o

CH300 |Budgeted_Fund

1900 |Budgeted_Fund

REO0Z |Budgeted _Fund

REO0S |Budgeted_Fund

REO07 |Budgeted _Fund

REO0S |Budgeted _Fund

G001 |Budgeted _Fund

G035 |Budgeted _Fund

GD945 |Budgeted_Fund

1RaN1 [Rodneted Fond
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To change the Salary for an Existing
Employee click on the form that
corresponds to the ACCOUNT that the

22t Managers
Transfers

xpense &Revenue...

=mployee Data

CSUCI

Data Form
Enter Emplovee changes Mk Yr -

601100

Enter Emplovee changes Mk i -

601101

Enter Emploves changes Mk Yr -

601201

Enter Employee changes Mt Vr -

601300

Enter Emplovee changes Mt ¥r -

601304

Description

To make changes to individual employees salaries -

Academic Salaries Faculty

T make changes to individual employess salaries- Department Chairs

To make changes to individual emplayess salaries -
To make changes to individual employees salaries -
To make changes to individual emplayees salaries -

Management & SUperyisory
Support: Staff
Teaching Associates

employee is Charged to § limsl;:‘ga:g:D:gp Enter Employes changes Mxd Yr - 601800 To make changes ta individual employess salaries - Librarian
| Change Fund
1 Change Salary
I New Employee ...
. . et Office Admin Fo...
Note: If you notice an employee is
missing the FTE, this is the form you
can use to add it.
Enter the Position, Fund, Department, -
Program, Project and Employee Name. oDl rr——le T “Cp :
Click Go. Ol ) S
The Salary for the em ployee WI” '-ﬂl'w_'-nmtmffi‘ 0,604.00 %1700 &0 SN0 N0 5700 51700 17,151.00 o0 17,00 u;-

populate.

Enter the new salary amount for this
employee.

Enter the FTE.

Click Save

New Employee Additions

To add new employees, choose the
Enter New Employees data form.

CSUCI - Select Data Form #

-| 2 Forms

=| | Budget Managers

+| 2 Transfers
i " Expense & Revenue Input Next ¥r
| | Employee Data
-| | Existing Employee Changes Mext ¥r

§ Change Department
) change Fund
i Change Salary

1' _ New Employee Additions Next Yr
+| |§7 Budget Office Admin Forms
+| 7 Training Forms

Enter Mew Emplovess

Descripkion

Entet New Employees Salary and FTE
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Choose the Position, Fund, Department,
Program, Project and Employee. By

csuct

g _yiﬁ_; Gnamz‘\vjﬁ S [3]#8] | no_program [v] 8] | no_Project [v] 84 \é
default, new employees are listed as B i L
S Wl Aug sep Bt oct Mow Dec B Jan
New Employee 1, New Employee 2, etc. | e
If you would like to budget new
employees salary using the position
working title, contact the Administrator | ===
to add it to the drop-down.
If you would like to budget new B
employees salary using the employees | ress
name, contact the Administrator to add | foe®
it to the drop-down. ¢
o Enter the salary amount for the
new employee
o Enter the FTE for the new
employee
Click Save.
The data entered is for budgeting
purposes ONLY. New position numbers
will be added to PeopleSoft at a later
date.
Split Funding
To split funding for a position, you will csua
need to communicate with the other - :
- 00000707 | GD901_CI ~ Operatin w | 225_Budget and Reportin w || dd
department on the salary and FTE split. | ,_roe Tl '
Mew Employes 1 :v =
Under Existing Employee Changes, use Bieartd |y, g sen et oa v e E
FTE_Support Staff 0.5 0.5 0.5 08 0.5 0.5 0.5 0.5
the Change Salary data form to make £01300_Support Staff 25,000.00 2,083.33 2,083.33 2,083.33 6,250,000 2,083.33 2,083.33 2,083,335 &
the split. A

Enter the FTE as a decimal and the
salary amount for your department.

Click Save.

18



Budget Transfers

Divisions have the ability to process
their own budget transfers.

Click on Transfers. There are 3 types of
transfers

o Transfers

0 Perm Budget Adjustments

0 One-Time Transfers

Transfers are routine monthly budget
transfers.

Perm Budget Adjustments are
permanent budget transfers that will
become part of your base.

One-time Transfers are disbursements
from the Chancellor’s office that come in
the form of CPO’s or SWAT's.

M CSUCT - Select Data Form %

C5UCT

-] §9 Forms “ Data Form
-| i Budget Managers

- |_ Transfers

Transfer Expense Current Year
Transfer Revenue Current Year

i) Perm Budget Adjustments
| One-Time Transfers (SWAT-CPO's)
I | Expense & Revenue Input Next ¥r
-| ) Employee Data
—| |§ Existing Employee Changes Next Yr

Transfer Salary Current Year

Enter Expenses by Ac
Enter Revenue Expen:
Enter Salary Expense

To process transfers:

Choose the Fund, Department, Program
and Project. You will only have access
to the months that are available.

o Enter data that you are accepting
from another department or
account as a positive number to
your department.

o Enter data that you are giving to
another department or account
as a negative number to your
department.

NOTES:

You must communicate with the other
department that you are giving to or
receiving from how much you are
entering so that they can enter the
opposite amount to their department.
You can only make changes to your
department data.

Page | oot [v[#4] | 2z5

V18]

Mo_Program

ADILUST

Working

Fy¥10

tearTotal

Apr

May

604001 _Telephone Usage

20

604002 _Computet Metworks

A04090_Cther Cammunications |

A04300_Cell Phore Usage |

-20

E;D'_S-D_ﬁz_Natural_ESas - Usage

605003 _0il - Usage

605004 _\Water - Usage

&05005_Sewage

Budget Transfer reports are available.
See Reports section on page 18.

PLEASE NOTE

All Transfers will be reviewed and approved by the Administrator at
the end of every month. Please have all Transfers completed by the

25th of the month.
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Reports Overview

All reports for Hyperion Planning are accessed with Hyperion Workspace. Hyperion Reports take

data that is stored in Hyperion and present in a format that is set up by the Administrator.

Accessing Hyperion Reports

Open a new tab for Reports by clicking
the Explore icon at the top-right corner

of Workspace ™ |

A new tab and a list of available reports
appear.

You only have access to reports for your
department. If you have access to a
whole division, you can access the SBC
Reports by division.

Most reports come with a brief
description.

A K =

E Crracle Enterprise Performance Management System ...

DRACI_E' Enterprise Performance Management System Workspace, Fusi

Mavigate Fie Edit MView Favorites Tools  Administration

= txplore

HomePage

B

SBEC-Finance & Ad
)

HomePage

Folders
-| [] Root
[£7 Admin Reparts
[E7 Chart of Accounts
[£7 Objects & Headers
[£7 sample Content
[£] SBC-Academic Affairs
[£7 SBC-Advancement
[£7 SBC-All Divisions
[£7 SBC-Finance & Admin
[£7 sBC-Information Technalogy
[£7 SBC-Office of the President
[£7 sBC-Student Affairs
[ Shared Workspace Pages
#| [ Users

CSUCT - Select Data Form *

CSUCT

Tools Help

@ &

Explore: | *

1| % Name

[£7 Admin Reports

[£7 Chart of Accounts

|7 Objects & Headers

[£J Sample Content

|7 SBC-Academic Affairs

[£J SBC-Advancement

[£7 SBC-All Divisions

[£J SBC-Finance & Admin

[£7 SBC-Information Technology

|7 SBC-Office of the President

[£7 SBC-Student Affairs

[£] Shared Warkspace Pages

[£J Users
2| Actuals by ACCOUNT-prompt year

Actuals Detail Report-Current Year

All Dept-Funds Salary Report

All Dept-Funds Salary Report (Benefit Elligible)-MNext Year

All Dept GDI01 Exp-Rev Report-Mext Year

All Funds Salary Report w BU

Budget Transfers (ADJUST) Report

Budget Transfers (ADJUST) Report Total Accounts

Budget Transfers (OME-TIME) Report

Budget Transfers (PERM) Report

:iii| Budget Transfers Report for Grants & Projects
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Viewing & Printing Reports

Double Click on a report and it will open.

o0 When you click on a report, you
may be prompted to enter
specific criteria for this report.

o0 Click on the l to select a
member (or type in your criteria)

0 Drill down to the member you
would like to see and move the
member(s) over to the right using
the middle arrows.

o Click OK.

Respond to Prompts

Prompt Selection Type

Enter Fund: I Report

Enter Department: Report

Enter Year: Report
el

The following prompts have been defined in the report. You may use the default values shown, or select other members,

Source

Report: Department Budget Report
with Transfers

Grid: Grid1

Report: Department Budget Report
with Transfers
Grid: Grid1

Report: Department Budget Repart

with Transfers
Grid: Grid1

oK Cancel  Reset

Respond to Prompts )
]
H H H Members
When all criteria has been chosen, click e T —— —
OK Fnd: (Name  [w]” ¥V Use Widcards Rows Per Page: [20_[w]
' ﬁ‘ i ‘& Lﬂ ‘Ruws Per Page: E|:! |%
Name Default r 960501 |
B Fund 1
ST Total_Funds
QJF- No_Fund
B Construction
EUST operating_ Fund Operating Fund e
i WYV gpeoy GD901_CI ~ Operating
{94l Gpem GD930_TF-Interest Earnings u
{9 epass GD935_CERF Cost Recovery H
LT Gpess GD945_Oper Fund-IDC Recaver
W4T Uegot UB201_Unversity Benefits ]
Help 0K/ Cancel
Verify the criteria for the report you want | Resondtoprompts £

and click OK. You can always make
changes by choosing the

2

icon again.

The following prompts have been defined in the report, You may use the default values shown, or select other members,

Prompt
Enter Fund:

Selection Type

GD901 Report

Enter Department: 275

Report

Enter Year: FY10

Report

Source

Report: Department Budget Report
with Transfers

Grid: Grid1

Report: Department Budget Report
with Transfers
Grid: Grid1

Report: Department Budget Report

with Transfers
Grid: Grid1

OK| Cancel  Reset
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The report defaults to PDF preview.
Department Budget Report
with Budget Transfers
California State
Univeriity
EHABNHNKIL
I'$1 B B NS
225 _Budget and Reporting FY10
Final Final
ORIGINAL ADJUST
YearTotal YearTotal
BEVENUE
Total Revenuea - - -
EXPENSE & SALARY
G901 B01201_Management and Supsndsary 184,560 - 184,560
GD901  601300_Support Staff 245,608 - 246,608
GD901  601303_Student Assistant 11,400 - 11,400
G091 G03802_Fringe Benefits 176,248 - 176,248
GOS0 B04001_Telephone Usage 1,000 B 1,000
GD901  604800_Call Phone Usags G00 - a00
GD901  BBO001_Postage and Freight an0 B 300
GDa01  680003_Supplies and Services - Othear 2,500 - 2,500
GRS RRNRAT Canier lsane 1 000 - 1 M
Hyperion allows you to Change view ORACLE" Enterprise Performance Management System Workspace, Fusion Edition
after report has been run from PDF to el el T

HTML or vice versa. = Expioie .

renue Input Next ¥r - Expense Input Next Yr Explore: Monthly Recol

[Department Budget Report with Transfers

When in HTML view, you can change
the any dimension in the Grid POV

(Point of View) by clicking on the Deﬁﬁggﬁg;gﬁ??ﬁgjﬁ“
dimension.

California State
University

CHANNEL

I'SL ANDS
Project: Tot Proj Inc Mo Proj Program: Total Programs Employee: Employee Bargaining Unit:
Bargaining Unit

Page: | 225_Budget and Reporting, FY 10 [v]

Final Final
ORIGINAL ~ ADJUST
YearTotal YearTotal

REVENUE

Total

Revenue e e e
EXPENSE &

SALARY

GDS01 601201 _Management and Supervisory 184,560 - 184,560
GD501 601300_Support Staff 246,608 - 246,608
GDS01 601303 _Student Assistant 11.400 - 11.400
GDS501 603803 _Fringe Benefits 176.348 - 176.348
GDS01 £04001_Telephone Usage 1,000 - 1,000
EOS01 ENAZON el Phane | leans =711 = OO0
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Hyperion allows you to export your
report to Excel

Choose File > Export > Excel > Fully-
Formatted Grid and Text
(be sure your internet browser allows

pOp-ups)

Your document is downloaded to Excel
where you can make changes to it
and/or save it.

ORACLE' Enterprise Performance M

it System Worl

Navigate Fie E: :  Tools Help
New A
Qpen
QOpenn : Revenue Input Mext Yr - Expense Input Mext Yr
[Depart Close ' -ansfers
Export 3 Excel »
Preferences... Word

PowerPoint

Sttt a— g~ -ToTo]1 4
with Budget Transfers

Logout

CHANNEL
ISLANDS

Bargaining Unit

Page: | 225_Budget and Reporting, FY 10 [v]

Fully-Formatted Grids and Text

Explore: [

Fusion Edition

Monthl

Project: Tot Proj Inc Mo Proj Program: Total Programs Employee: Employee Bargaining Unit:

Final Final
ORIGINAL ADJUST
‘YearTotal YearTotal
REVENUE
Total
Revenue 4 4 4
EXPENSE &
SALARY
GDS0M 601201_Management and Supervisory 184560 - 184,560
NG RN Stmnnrt Staff 24R RNA - J4R RN
&) Department Budget Report with Transfersxls [Read-Only]
| A B ¢ D E F
1
2
5 Department Budget Report
% with Budget Transfers
5 California State
University
Project:
Enwanmen
st anos [Tot_Proj_inc_No_Proj Program:
[Total_Programs Employee:
6 Employee Bargaining_Unit:
7 Page:225_Budget and Reporting, FY10
8 Final Final
9 ORIGINAL ADJUST
10 YearTotal YearTotal
11 |REVENUE
12 | Total Revenue 0 0 0
13
14 |EXPENSE & SALARY
15 |GDI01 601201_Management and Supervisory 184,560 0 184,560
16 |GD301 601300_Support Staff 246608 0 246,608
17 |GD301 601303_Student Assistart 11.400 D 11.400
18 |GDI1 603803 _Fringe Benefits 176.348 o 176.348
19 |GD301 604001_Telephone Usage 1,000 0 1.000
20 |GD301 604800_Cell Phone Usage 300 0 900
21 |GD3IN 660001_Postage and Freight 300 D 300
22 |GD3N1 B60003_Supplies and Services - Other 2,500 0 2,500
23 |GDI01 £60831_Copier Usage 1.000 0 1.000
24 |GD301 616303_Desk/Lap/Peripherals Under $5K 2,500 0 2500
25 |GD301 B60050_Expenses - Other 2796 0 279%
26 |GD301 606001_Travel In State 7.000 0 7.000
27 |GDI 606002_Travel Out of State 7.300 o 7.500
28 |GD301 660005_Workshops & Training Fees 3,500 0 3500
29 |Total Salary & Expenditures 647,912 0 647,912
30
31 |GRAND TOTAL 647,912 0 647.912
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Contact Information

Tracy Cole — ext 3280 for Planning, Workspace & Reports and all other
budget related questions

Missy Jarnagin — ext 3282 for budget related questions
Marysia Wancewitz — ext 3169 for technical assistance

Lacey Lovejoy — ext 3229 for technical assistance

Channel Islands

CALIFORNIA STATE UNIVERSITY
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