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Overview

The Oracle Planning and Budgeting Cloud Solution (PBCS) module is a flexible planning
application that supports enterprise-wide planning, budgeting, and forecasting in a cloud-based
deployment model. The initial phase of the implementation focused on standard reporting and
manual encumbrance tracking.

Beginning April 1, 2019, PBCS receives automated encumbrances via a daily export of purchase
order data from the PantherExpress System into PRISM. Both General Ledger (GL) data and total
encumbrances from the prior day’s activity are loaded to PBCS on a nightly basis. Please note the
timing of these processes as it may take 24 hours for PBCS to reflect the purchasing activity.

As a reminder, GL month-end closing generally happens three business days into the following
month. When running reports on the first day of the month for the prior month, not all transactions
will be posted for month-end. For example, Payroll Costing is not posted until the last day of the
closing cycle.

PBCS Reporting

There are currently three categories of reports available in PBCS: Income Statements, Monthly
Activity and Other. Income statement reports are available by entity and are designed to provide
current YTD budget, actuals, dollar and percentage variance, combined manual and automated
encumbrances and FY Total Budget. Values may be queried at the highest level (i.e., Senior Officer
or RC) or at lower levels such as department and purpose/project with drill options available for
additional details. Monthly activity reports provide queried month and prior year same month
actuals, encumbrances, and BMR activity, which are all drillable to transaction detail with one click
except for encumbrance detail. Other reports include entity 02 and 03 budget rollforwards, monthly
and YTD net asset rollforwards, and a financial aid (purpose 07xxx) report with a summary Senior
Officer version available.

Spreading annual budgets among the 12-month fiscal year has been introduced in PBCS. Income
statement reports show both the YTD Budget and FY Total Budget. YTD budget equals the
cumulative pro-rated budget (according to user’s budget spread) through report month queried. For
example, if a report is run after the March close, the YTD Budget column will equal monthly
budgets from July through March plus BMRs processed through March. The FY Total Budget will
equal the loaded budget and year-to-date BMRs. Drilling on the FY Total Budget column results in
the detail of the monthly spread. For the initial introduction of this concept, all budgets have been
spread evenly across the twelve months of the fiscal year.

PBCS Encumbrance Tracking

There are three forms available for manual entry and monitoring of automated encumbrances: Entry
(02 & 03), Entry (04 & 06) and Entry (05). The functionality of each form is separated by entity for
security and reporting purposes. The forms allow departments to manually enter and release non-PO
planned encumbrances by month for the fiscal year and provide a rollup of manual and automated
encumbrances for reporting and budget monitoring. The forms also include prior year actuals,
current year actuals, and current year-to-date budget. The total encumbrance value maintained in
these forms feeds to the Income Statement reports in PBCS.
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Navigation

Oracle automatically sends an email from Oracle Cloud oraclecloudadmin_ww@oracle.com when
your user access has been established in PBCS. However, security roles need to be assigned by
Budget & Financial Reporting (BFR) before you can log in. Please wait until BFR sends a
confirmation that your access setup has been completed. When that is received, click the Access
your Cloud Services link within the Oracle Cloud email.

Logging into PBCS

Log into PBCS using your University credentials. Select the Company Sign In button. If you are
already logged into Pitt Passport, PBCS will automatically open or you will be directed to the Pitt
Passport login.

&

Traditional Cloud Account

Welcome 2536919 change domsin @

‘ ‘Want to use your company account?

Use 1o be redirected to the company single sign-on.
Password
Company Sign In
Can't access your account?
" Remember my choice @
Sign In = ,

When using the link from the Oracle Cloud email, you will be directed to the My Cloud Home page.
From there, click the planning service.

ORACLE’
e Cloud My Home

Getting Started With My Home

> Here's what you can do: > Learn more:
Change your password Documentation
Access service consoles Videos
Set preferences Support

Oracle Cloud Community

My Orade Se rV\ CeS  Domain: a536919 ¥ Data Center: US Commercial 2

Oracle Enterprise
Performance Manag...

planning
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Navigation

Adding a Favorite or Bookmark

Once you have logged in to the Planning and Budgeting Cloud: PittPlan home page, you can create
a favorite or bookmark within your browser to save the link. By adding the favorite at this point,
you will be logged into the home page directly rather than going through the My Cloud Home page.
The favorite will appear with “EPM Cloud,” however, you can edit the name.

The following link can also be used to create a bookmark that will redirect to the PBCS home page.

https://planning-a536919.pbcs.us2.oraclecloud.com/HyperionPlanning

Logging out of PBCS

Log out of PBCS by selecting the drop down arrow next to your name in the upper right corner of
the window, then select Sign Out.

A second Sign Out window will appear, click Cancel to remain logged in to PBCS. Click OK to
continue logging out. You will then be returned to a Sign out of Oracle Cloud window, click Ok.
You must complete this to completely log out of PBCS.

Settings and Actions Sign Out

d your session?

Reload Navigation Flow Do you want to en

Downloads...

Help...

Cloud Customer Connect

Provide Feedback... Traditional Cloud Account

Oracle Support... .
About Sign out of Oracle Cloud

ok |
Ok
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Navigation

PBCS Home Page

@ |Sdledl Planning and Budgeting Cloud: PiitPlan # © | RangerTen-Testw

Navigator Accessihiity Setqngs.'
S Actions

June 4, 2018 Settings
Welcome Ranger

Function

Activity Recent Favorites

Announcements/Messages will asks Application

appear here

Navigator

Use the Navigator menu to access functions, applications settings and preferences. Under the
Preferences link, you can manage several personal preferences such as email options, display
options and printing options. For example, in display options you can change the number formatting
such as negative number display and thousand separator.

Home

Use the Home button to quickly return to the home screen from any window.

Accessibility Settings

Use the Accessibility Settings button to apply the screen reader mode or high contrast.

Settings/Actions

Use the Settings and Actions drop down link to sign out, view the Oracle-provided help
documentation and access the Oracle Cloud Customer community.

Function Icons

Use the various function icons to access functions assigned to your role in PBCS.

Announcements

Announcement regarding the overall system will be posted in the Activity/Recent/Favorites section.
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Running Reports

Reporting Hierarchy

In PBCS, a reporting hierarchy has been established for department values, which is called Total
Department. Total Department is the complete listing of all University departments with financial
activity since FY16. Total Department has a hierarchy of Senior Officer (SO), Responsibility Center
(RC), Reporting Group and department, with department being the lowest level. Reporting Groups
have been created based on feedback from each RC.

Reporting Groups are maintained by BFR and are only in PBCS. The department, purpose and
project values are automatically updated each evening in PBCS based on new or changed values in
PRISM. Thus, if a change is made to a department value in PRISM, when the change is loaded to
PBCS in the nightly processes, the department will be dropped from the group and be added to the
bottom of the hierarchical list. BFR monitors the changes and updates groups as required by any
PRISM changes.

If a changed department value is not in a group, it will still be moved to the bottom of the list when
the PRISM update process occurs. The system does not automatically sort the values in numeric or
alphabetic order. BFR re-sorts the departments numerically as part of its maintenance of accounts,
but it is possible that you may have to search for your department if you recently made a PRISM
change.

When using the hierarchy to select values, you will always see all departments regardless of your
assigned security. If you select a value that you do not have security access to, no data will be
returned, and you may receive an error message if all accounts selected are outside of your security
access.

Members
Available: Department {1-20 of 49, 2550 Total) 2

Find: MName v = “ [ Use Wildcards [ Case-Sensitive
i= &l 2y rows Per Page: 20 ﬂ
Name Default A

4 §m [] Total Department

4 [Em ] 5000 Chancellor SO
4-_|:|F€CD‘ Chancellor | Responsibility Centerl
4 []RCD1 - 00C 01-ooc | _Reporting Group |
e []Do1010 01010 - Chancellor, Office of the] Department |

If you have issues with reporting groups, would like to request a new reporting group or request
changes to an existing group in PBCS, please contact BFR via the PBCS support email,
pbcshelp@cfo.pitt.edu.
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Running Reports

Selecting Reports

Click the Reports icon from the home page, then select Pitt Reports. All available reports will be
displayed with three action icons for running the report: HTML, PDF and XLS.

HTHL

HTML — This will create an on-line HTML version of the report that supports the
drilldown functionality.
[FoF |
PDF — This will create a PDF version of the report and is best for printing reports.

XLS — This will create an Excel version of the report.

When selecting the desired report version, a message window will appear stating that the report has
no POV (Point of View). This means that the report requires selection of report parameters such as
Department, Purpose, Project or Period. Click Continue to open the selection window or Back to
return to the report list.

Income Statement (excluding 05) MWW Bk ] Continue ]

The report has no POV. Click on the Continue button to proceed

Entering Report Parameters Directly

Each report will require selection of Members or segment values. Each report has default
parameters associated with it. For example, Entity may default to 02 — Operating and Department to
Total University. In order to select values, you must check the Edit Member Names box below the
desired parameter.

Enter Department:  Total Department = Report

¥ Edit Member Names

Once Edit Member Names has been selected, you can type the values directly in the box. When
entering values directly in the box, you must have the exact value of the member. For example, each
account segment member has a specified prefix as shown below. Prefix values are case sensitive.

E — Entity D — Department P — Purpose G —Project  FY —Fiscal Year
EO2 D01010 P24987 G704857 FY18
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Running Reports

Below is an example of selecting a specific Entity and multiple Department numbers. If you would
like to run the report for more than one segment value, enter the exact values separated by a comma.
For example, to run a report for departments 02025 and 02024, enter ‘D02025, D02024’ in the Enter
Department box.

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

Prompt Selection Type Saource
Enter Entity: EQ2 :_"‘ Report Report: Income Statement (excluding
= 0s)
Grid: Grid1

¥ Edit Membear Names

Enter Department: | poaozs, Dozoz4 F | Report E;fort: Income Statement (excluding

Grid: Grid1

ol

i« Edit Member Names

Entering Fiscal Year and Period Parameters

The Years parameter has been added to allow users to select prior Fiscal Years. The default value is
the current fiscal year ($CurrYr) as shown below. To select a prior fiscal year, type it directly
(FY18) as shown above, or click the Search icon to the right of the field.

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

Prompt Selection Type Source

Enter Years: SCUrrYr Report Report: Income Statement (excluding
05)
Grid: All

To select a prior fiscal year, click the Search icon to the right of the field and select the desired FY.

a Respond to Prompts -- Webpage Dialog ﬁ
=2 https:-'-'planning-3536919.pbc:.u:?_.0racIecIOL_|d.cDm-'h|'-'mccluIE5-'ccm-'h';.'pE|'ic:n-'|'Epc:|‘ting-'\‘.-Eb-'cc:mmcn-'HFlDiaIcgEncIc::E|'.jzp?fr_icI:lEllBSElS a8
P, o L v o ) Sorieoas i e
Find: MName [v] = O [+ Use Wildcards [ | Case-Sensitive A\ “/Rows Per Page: 20 [w] A
= Lﬂ lﬂ Rows Per Page: 50 ﬂ
Name Default Name
4 B ] Years = W¥ sCurryr
- *
8 ] All Years |~ Wrvie |
NP [C]FY18
Y] OFy17 Always move values not
= selected to the left
NP/ FY18
=
NP FY18
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Running Reports

When running for prior Fiscal Years, note that the Period value defaults to the current month. Thus
if the Current Month in PBCS is July, the report will show details for the selected FY JUL period
(i.e. If FY18 is selected, JUL-18 data is displayed). Update the period by directly typing it using the
format described below (e.g., MAR) if you wish to view a period other than the current.

For Period, the value is always the three digit month in capital letters and the default is always
current month ($CurrMth). This is a variable maintained by Budget & Financial Reporting. The
current month variable will be updated after the close of the month, thus on July 1, the current month
variable will still be JUN.

Below is an example of selecting Period by the Report icon. There is a hierarchy for year, quarter
and month. Always move values not selected to the left column so only the desired value is visible
and checked if not using the default.

a Respond to Prompts -- Webpage Dialog ﬁ

2 https:/ -plenning-eSBEQlQ.pbc:.iﬁ.oraclecloud.com /hr/modules/com/hyperion/reporting/web/common/HRDialogEncloser.jsp?fr_id=2107436 @

PN, | e n L& 2a Wl ddg T T R V.

Find: Name v = O, [+ Use wildcards [] Case-Sensitive /A \/Rows Per Page: 20 || A
i=\2l| =l Rows Per Page: 20 ]
Name Default Name
< B ] Period =[] &9 SCurMith
-
Y] []BegBalance ¥ N UL
i [ vearTotal
= 5
4 o
= Always move values not
I NP [w]JuL selected to the left.
W7 []AUG
W []SEP
d_Im-"
W
rimo: v
Help OK Cancel

Entering Senior Officer and Responsibility Center Parameters
You can also run reports by SO, RC and Reporting Group by entering the value in the Department

field. You must use the exact name of the SO, RC or Reporting Group as it has been defined in
PBCS. Below is an example of a RC parameter (i.e. RC87).

Enter Department: RCA7 = Report

I ¥ Edit Member Names I
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Running Reports

Selecting Report Parameters from Lists

If you are unsure of the exact name for a value, you can use the lists or hierarchies to find the value
by name or number. To do this, check the Edit Member Names box and then click the Report icon.

Enter Department:  Tatal Department E Report

I [ Edit Member Names I \

There are mulitple ways to find values using this member search. First, you can click the arrows
next to the values to display the available hierarchies. The last available value in a hierarchy will
appear with a cube symbol to the left denoting the lowest level. The default display is 20 rows per
page; update the default to retrieve more values per page.

Once you have found the desired value, click the check box to the left of the value and then click the
middle arrow to move it to the selected Name column. Values selected can be removed by clicking
the check box in the selected Name column and using the middle arrow to move it back to the
selection area.

You must click the check box in the right-hand column to ensure the value is selected for the report.
Remember that all possible values will be displayed in these fields. You will not have security
access to all values.

@ Respond to Prompts -- Webpage Dialog &J
@& https://planning-a536919.pbes.us2 oraclecloud.com/hr/modules/com/hyperion/reporting/web/common/HRDialogEncloser.jspifr_id=-191142 &
Find: Mame i O, [V Use Wildcards [] Case-Sensitive /\ \/Rouss Per Page: 20 [v| s

35-&] .‘jj Rows Per Page: 20 ﬂ
Name Default A Name
- >
4 8 ] Total Department [0 W¥ Total Department
- -
4 . ] 5000 Chancellor SO | M W#RCD1-00C
4 8 reot Chancellor
-
4'mm /RCO1-00C 01-00C
l‘iDDmmD 01010 - Chancellor, Office of the
> JRCo1-UR 01-UR
¥ Rco1 - vesF 01-VCSE
i Rreo1-sC 01-3C
v
¥ B ]RCO1 - ODI 01-0DI v
Help 0K Cancel
Copyright University of Pittsburgh. All rights reserved.
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Running Reports

You can also search for values using the Find drop down box. The wildcard symbol for PBCS is *.

To search by description, select Default in the Find drop down, enter criteria using wildcards and
then click the search icon (magnifying glass). You can optionally select the Case-Sensitive check
box to make your search case sensitive. The default is not case sensitive.

The search will return all values based on your criteria. For example, if you use ‘Fin*’ to search by
Default, the results will display all description values beginning with ‘Fin’, however if you use
“*Fin*’, the results will display all values containing ‘Fin” anywhere in the description.

a Respond to Prompts -- Webpage Dialog L&J
@ https://planning-a536919.pbes.us2 oraclecloud.com/hr/modules/com/hyperion/reporting/web/ common/HRDialogEncloser jsp?r_id=-191142 &
Members ~
\vailable: Department (1 of 1, 2950 Total) , Selected: 1afil
Find: Default [v] =Fin* % [+ Use Wildcards [ ] Case-Sensitive Rows Per Page: 20 [v]
EE’E 2l Rows Per Page: 20 [v|
Name Default Name
4 | [] Total Department Il W Total Department

Select the desired values and click OK to return to the selection window.

] a Respond to Prompts -- Webpage Dialog Lé]
& htips://planning-a536919.pbes.us2.oraclecloud.com/hr/modules/com/hyperion/reportingfweb/commen/HRDialogEncloser.jsp?r_id=-101142 @&
~
Search Result
Name Location Description

[0 RcCer RC&7 Office of the Chief Financial Officer

01041 001041 01041 - Budget & Financial Reporting

O DO1043 D01043 01043 - Chief Financial Officer, Office of the

[0 RCE&7-FIN RCET - FIN 87 -FIN

[0 Do2009 002009 02009 - Finance

O D02016 D02016 02016 - Student Financial Services

O D02030 D02030 02030 - Financial Record Services

O 002083 0020383 02083 - Financial Operations Administration v

M nnnes nnNN2e N?N7% - Financial Infarmatinn Sustams :

Help 0K Cancel
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Running Reports

You must click the check box in the right-hand column to ensure the value is selected for the report.

@ Respond to Prompts -- Webpage Dialog ﬁ

| & https://planning-a536919.pbcs.us.oraclecloud.com/hr/modules/com/hyperion/reporting/web/common/HRDialogEncloser,jspr_id=-191142 & |

Members ~
vailable: Department (1-20 of 36, 2850 Total) * Selected: 1-20f2
Find: Default =Fin* O. [ Use Wildcards [ Case-sensive 7 /Rows Per Page: 20
i= gl =y Rows Per Page: 20
4@ []RrRCo1 - 00C 01-00C . Name
e
W¥ []D01010 01010 - Chancellor, Office of the [J N Total Department
3
P B[ ]RrCO1-UR 01-UR M W Do1041
¥ B []RCO1 - VCSF 01-VCSF R
» B []RrCO1-5C D1-SC <
P Bl [JRCO1 - ODI 01 - 0D
P [ ]RCOT-1A 01-1A
» B[ ]RrCO1-UD 01-UD v
b mmns s e waname
Help OK Cancel

Submitting Reports with Multiple Parameter Values

When submitting the Income Statement reports for one or more entities, departments or purposes, a
drop down list to display each will be available at the top of the report as shown below.

Page: 02 - Operating, DO2025 02025 - Financial Information Systems, Total Purpose, JUN

=T 02 - Operating, DO2025 02025 - Finandal Information Systems, Total Purpose, JUN
02 - Operating, 034204 34204 - Environmeantal/Cocupational Hith, Total Purpose, JUN
02 - Operating, D02024 02024 - Payment Processing & Compliance, Total Purposs, JUN
(4 - Discretionary, 034204 34204 - Environmental/Occupational Hith, Total Purpose, JUN

The Budget Rollforward report will display drilldown rows for each value selected.

RC/Department SubCode

b 2025 - Financial Information Systems F 3595 - Tatal Expense
F 34204 - Emaronmental'Occupational Hith #5995 - Total Expense
k(2024 - Payment Processing & Compliance P 5595 - Total Expense
b 2025 - Financial Information Systems b 2299 - Tatal Transfers
b 34204 - EnvironmentalOccupational Hith b 2299 - Tatal Transfers
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Running Reports

Using Drilldown Feature

When running reports using the HTML option, drilldown functions are available. You must be at
the lowest level of the report value in order to use the drilldown capabilities. The amount will
appear with an underline indicating a drilldown is available. Remember to work from left to right
when using drilldown.

Below is an example of a report showing the lowest level and the values that are drillable. The
lowest level will not have the drilldown (triangle) symbol to the left of the value. Click on the
underlined value to initiate the drilldown.

Shiversity of Income Statement
Pittsburgh
As of: Monday, June 11, 2018
Page: 02 - Operating, ﬂ
Denotes there is I:-I:IIZII"E' utlderl} ing detail e.md ‘_El_:ll] Frior YTD e | . - iﬂﬂﬁﬁd o Vot
are not at the lowest level needed for drilldown o Fria Y18
J Revenues
993 - Total Compensation 49316835 4797971 (133,664) (27) 4561785  (236,216) (5.2)
998 - Total Non-Compensation 2534874 SAGBR9E 2534022 1157 2941142 (2,527,754) (85.9)
5095 - Total Supplies & Office Furniturs 215810 4261322 4045512 18746 300000 (3.961322)  (1,3204)
l 5000 - Office Supplies 44,850 457 525 7723 9820 300000  (192.585) (64.2)
B001 - Office Supplies lowest level 7023 1003 (6020)  (857) 0 (1003 NiA
£021 - Computer Supplies 35481 3445493 3411018 96137 0 (3.446499) MIA
5022 - Computer Supplies 11233 12812 2579 710 o (13812 MIA
5020 - Other Supplies 0 75 75 A i (75) MIA
6080 - Interdept Office Supplies-Non-Book Centers 70 ] (700 (100.0) 0 MIA /A
5021 - Interdept Computer Supplies 110,622 300794 190,172 171.9 0 (300794) MIA
E085 - Interdept Unallowable Office Supp-Mon-Bool Ctr 6513 6350 (163) (2.6) ] (6.,350) MJA
6092 - Interdept Supplies-Book Centers only Ji] 203 203 /A 0 (203) TJA
»£399 - Total Travel & Business 26407 43,915 23508 2.0 30,000 (19.915) (66.4)
#6453 - Total Professional Services & Consulting 3,545 596 2235796 (1,305,800) (36.8) 3985331 1,745,535 438
» 7159 - Total Repairs, Maint & Other Facilities Costs 51277 2811 (28365 (55.3) 2000  (20811) (1.0456)
¥ Subtotal Other Expense (1,304,215) (1.105.048) 199,167 153 (1,376,189 (271,141) (19.7)
9999 - Total Expense 7466509 10266867 2,800,358 375 7502897 (2.763.970) (36.8)

A new window will appear with a hyperlink for the report to continue the drilldown. Click on the
report name. Depending on the report, you may continue the drilldown process through several
windows to get to GL Detail. Verify you are at the lowest level of the report when clicking the
drilldown option.

a Related Content -- Webpage Dialog

==

2 https://planning-a536919.pbcs.us2.oraclecloud.com/hr/modules/corr

I Income Statement Department PDF I
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Running Reports

When you have drilled to the lowest level, the GL Amount Details window will be displayed. PBCS
automatically formats the data as shown below. The display cannot be modified as a default
however you can display additional details by clicking the View drop down box.

Amount Details
Year Period Scenario Department SubCode Version Entity Project Total Amount | View Ry~
FY18 OCT Actual 56000 ‘Working EO2 G0000o0 23,033.42 REG R

< >

View « |@ & Detach

Department SubCode Version Project Reference Purpose

-Department | -SubCode Deseription | version Entity -Entity | 5 oect View -View | peference | -Purpose Amount
S6000 Working E02 G00000D REG RO000D PO0000 3511 A
$6000 Working E02 G00000D REG RO0000 00000 33.24
$6000 Working E02 G000000 REG RO0000 P000C0 20.84
S6000 Working E02 G00000D REG RO000D PO0D00 16.62
S6000 Working E02 G00000D REG RO000D PO0D00 24
S6000 Working E02 G00000D REG RO000D PO0000 12
$6000 Working E02 G00000D REG RO0000 00000 233.69

Select View — Columns — Manage Columns to select specific columns to display. Alternatively, you
can select Show All and scroll to the right to see all columns.

1T 11—
| [ showau
Detach v Amount
Reorder Columns. .. Attribute 14
Aftribute 13
+ Query By Example
Aftribute 11
56000
Aitribute 10
S6000 Aftribute 9
Aftribute 8
S6000
PO Number
56000 Journal Name
S6000 Manage Columns...
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Running Reports

When in the Manage Columns window, it is recommended to use the middle arrows and Remove
All values in Visible Columns. Then use the Hidden Columns field to select the desired values by
checking the box to the left for each value and clicking Move.

Once values are in Visible Columns, they can be reordered by checking the box to the left and
selecting the arrow icons to the right of the column. Once all values have been selected, click OK.
For BMR data, be sure to show Line Description and Batch Name.

Manage Columns

Hidden Columns Visible Columns

[ Attribute 8 N & [ Posted Date

[ Attribute 9 Move |l 7 Amount

[ Attribute 10 @ [l1dentifier N
Move All |

[ Attribute 11 Q [JLine Description u

] Attribute 12 remove || L/ Supplier =

[] Attribute 13 Kk [1Batch Name

[ Attribute 14 y |FtEleD‘u'E Al [ Journal Name

O

Fields with more detail than displayed will appear with ... at the end. Hover over the field to see the
full description in the field.

i — | | | |

| I i | | I |
Posted Date Amount | Identifier IEJi::cription Supplier Batch Name Journal Name
10/30/2017 35.11 | TCard 54496 Diann... TCard PP 27-.._ | Travel Card J. ..
10/4/2017 33.24 | Journal Impor... | Starbucks(R)... | SUPRA OFFI... |Payables A1... QCT-17 Purc...
10/4/2017 20.84 | Journal Impor_.. | Nature Valley... | SUPRA OFFI... |Payables A1.. | OQCT-17 Purc...
10/19/2017 16.62 | Journal Impor... | Starbucks(R)... | SUPRA OFFI...  Payables A1... | OCT-17 Purc...
10/19/2017 24 | Journal Impor_.. | Green Mount... | SUPRA OFFI... | Payables A1... | OCT-17 Purc...
10192017 12 | Journal Impor... | Caribou Coff... | SUPRA OFFI... | Payables A1... | OCT-17 Purc...
10/24/2017 233.69 | Journal Impor... ELL MARK... |Payables A1... OCT-17 Purc...
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PBCS Reports

Below is a summary of the standard reports we have developed in PBCS. Please refer to the
Running Reports section for specific instruction on submitting reports and navigating output.

Income Statement Reports

Income Statement (excluding 05)
Income Statement Entity 03 Auxiliary and Cost Center
Entity 05 Income Statement

These reports include budget, actual and encumbrance totals summarized by subcode categories.
There are multiple drilldowns available within the report. Columns include current and prior YTD
actuals with dollar and percent changes, YTD budget and variance in dollars and percentage, YTD
encumbrance total, a subtotal of YTD actual and encumbrances, and the FY Total Budget. The
encumbrance column displays the total of encumbrances entered using the manual encumbrance
form plus the value automatically loaded from PRISM/PantherExpress open purchase orders. If no
encumbrance amount exists, the column will not display.

As discussed in the Overview, annual budgets have been spread evenly across the 12-month Fiscal
Year. Thus, each month is calculated as 1/12" of the loaded annual budget. Beginning with the FY
2020 budget load process, each RC may select their spread methodology from a number of options.
The YTD Budget column in the income statement reports will display this calculated value, and the
FY Total Budget column reports the annual budget. Users can drill on the FY Total Budget amount
to see the monthly spread and combined with BMRs processed in each month. The monthly budget
spread does not apply to entity 05 reports.

User-defined parameters include period, year, entity, department, purpose and project. The current
period, current year and entity (determined by report type; 02 for Income Statement - excluding 05)
are the default values for the respective parameters. To select specific parameters, click the Edit
Members box to directly enter values or click the report icon to select from the hierarchy.

University of

& Pittsburgh —lNcome Statement _
= Drillable to transaction detail: actual expense in £ Drillable to budget spread for entire
¥TD Actuzl column or BMR in ¥TD Budget column. | | FY¥ budget and includes BMR's.
PiDAanl TUfim  SCmgs Chrgn YIoBuget vt® xvaimes  Enomt | e PG Fo
AFR APR APR AFR YearTotal
P13 Fris Fris Frg Fg
Airazans
¥ Syininisl Tuison and Fess peiel ) J70 v =X 00] L4 o 76 B 76X 1,
#4415 - Totel Gits D 1734 17H 0 M 0 173 o
2959 - Teolal Revernse I AR IETT A6 (10 0 WRTE N 0 ImETD 0
Epeevises,
b 5305 - Total Compersaton M 200 65 N IAETY (2490882 1Y) EOM0A 430808 120 0 NT0AET2 42 1S IOR
# 3E - Total Mor-Compenss 7.0 i 445150 24} 15313636 53 I 3 3 464 B3 pEF=E >l
24 . Tiskal Experees SPIETEER 49461558 (LG0T M6 SM4TF RTEIEN 53 [T T T
Translers
b 230 - Capital Froject Translers 154,926 437 (0754 694) 4TSN TN B3 0 4TI SEOm
I E260- Cobar Tracafera 515, 735) 1,256 116 EER 145 RSN (M90S 423 0 MBENE 03158
B33 - Tookal Traeesbers (L3E08M) (LM2M4) 112000 B2 [LERN) (S9N 315 0 (1.248,74) (1404278
Total ExgsTrans. 61,005, 5 ARNZRST (EM 00X (56) SOLA06 2208554 a4 GILAG4 AR ZEX NG E0LS2TH
Imereamn (decreann | n et fusets alier Translors. (SRS MT)  WTEMA R 56 (SATIADE)  2SETIES 5.1 (R3LAE) (7 900 554) (BOLISZTA)
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PBCS Reports

Toggle between cost center
£ Ul'l ii-’EI'Sit'i,-’ Df auxiliany (see report below).
) ) .

Pittsburgh Incoﬁwe Staterment

ntity 03 Auxiliary & Cost Centers

vl
R,

Drillable to transzction detsil: actuzl expense in - 5 of: Sunday, April 28, 1 Drillable to budget spread for entire
YTD Actuzl column or BMR in ¥TD Budget column. - - FY¥ budget and includes EMRA's.
Entity Tota otal Purpose ¥
‘Emm\"‘frﬁ'ﬂu ‘Owge XOwgs SiDOukel  Ercmb | e WY o
APR AFR AFR APR Yaar Totsl
FY1E Fa F3 F3 Fa
Fervermes
¥ Subbotal Tuison and Fees 18072 B aLT (47, B25) 4100 138,000 [} B2.447 165 600
k4559 - Total Sales B Seraces of Educ Depts 316,687 JBEETS BT8R 20 407 118 a - ATE 488 541
k47T - Tolal Sales & Seraces of ducalisry Entepnses 08047 2091 363 10885 a1 LE5.6% a 071,383 2350 525
B 4ET3 - Tolnl Fentsl Revenus 14253 111 80 B3t 3 13 1 a 131550 160 30
4555 - Tobal Revenis 9616374 5658373 41518 04 5504908 0 9658373 10.A0SEET
Exparses
#5455 - Total Compansation 251654 BOT AR (44780 {5.2) 855 2 a 0748 107804
FEEEE - Toial Mor-Comparaation 4255 638 4643 812 383177 a2 4,458 803 450 4884403 B340154
5559 - Total Expunas 5,008,299 5AST 5 Ha T ] 52 008 459 G46188  GATZAE
Trasedhers.
kE210 - Dbt Transtess 1.553.010 2050250 A57.440 3.3 2080 452 0 100450  2.B00 B4
#E240 - Surphis Transfers 0 a 1 hiA 1,104 816 a WA 1357
k8250 « Other Trangfers {45.673) 35 574) TH 143 43 X2 Q {38.874) 20541
kE251 - Other Trangfers 0 7583 [17.582) WA 1] 1] {17.582) 2
8799 - Total Transders 1547337 203 9k 485 54T ns 3152 500 0 2033%4 I TER4RD
Total ExplTrans 6655626 T.451.280 BEEU B.504. 508 4501 745871 10.2058E
Incresse (decrease) in Net Assets afier Transfers 2960738 L6703 ([7I3.645) (P6.8) L1} [4591) 2162500 o

niversity of
) Pittsueh _INcome Statement
Entiﬁ%DS Auxiliary & Cost Centers

As of. Sunday, April 28, 20189

Total Purpose v
¥TD Achml & Y Total
Encumb. Budget

APR AFR AFR APR YearTotal
Frg A Fia A A
Feenues
#4733 - Totsl Sabes & Servioss of Audisry Enterprises 9,060,479 3071 363 10,883 a1 B350 0 5071353 3330828
¥ 433 - Total Rantal Revenus 122,536 13150 Y% pk 134100 0 131,550 160,320
4399 - Total Revenus 9. 183416 93253 13,538 02 7963730 0 323253 9551748
Expenses
k3T - Tolal Compansston B51.500 e ] [£1.57&) {34y B3 18 Q 23528 i T
F3335 - Tolal Nor-Compersabon 3373043 4 3 65 375586 95 4070 533 2337 4365655 & 384 M2
9559 - Tolal Expanse 4 580,944 4504557 1613 7 4.761.733 2337 49368353 5T407
Trarmhers
#5210 - Dutd Transdess 155300 2080 450 457440 Nz 1050 852 0 200450 2508 Bep
kE240 - Surphia Translers 0 1] 0 WA 1104 815 0 NA 1335779
kE2E0 - Othar Transfers {5.856) (10 B3 [4.766) (81.4) 2750 Q {M0U6ZE) 338
FEM1 « COther Trangfers 0 (17550 [17.582) WA Q 1} {17.553) Q
8798 - Total Tranafers 1.587.154 2062737 475083 Fel ] 3.198.058 0 2062237 1EI7669
Total EplTrana 6. 768,058 6996 T B e 134 1558790 231 6910 9551748
Increame (decrease) in Met Assets afier Tranalers AmMsEN7 226450  (BO8.B5T) (26.8) [1] 233N 20411 a
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PBCS Reports

Eztslr):;rgii Entity 05 Income Statement

T LT ]

Drillzble to transaction detail.

P 7T Aaciusl ﬂﬁ.l!ﬂ.llr;m % Changs m m §amanoe % Vananoe Encisnbianoes H:-q:u
4P APR AP
FriE Fri3 Fris
2} Gowt Dvect Gramt & Contract Peverue 2T 2ai? dei  JEVRBME O 150704734 160708 M W O (#5078 T34
#4153 - Total Private Cinect Grant & Contract Reverus 1467 BT 1457 115 23.245 20 D Z2NEST W R b (18221655
4959 - Tolal Rewsnus 24,785,169 FIIE0  FE9.157 L] O 164530336 164930 386 MA {164 530 38E)
E mpscimies,
b 5393 - Total Compernsation 146 50 AXGTE 2T (1.080.181) T N5MAN 2245197 211542 201 R e
OGS - Totsl Moe-Compangate 0805339 11 546 567 TALITE B9 IS TREMEN 13407674 215 e e (Y
3995 - Tetad Expeaross . AT1848 I61F25eE (38303 (1.4) N0ES 5SS 1EL0408T 45560892 6 24509 4537
Tranafers
Tiotal ExpTrans: FHATLEY 25122946 (MB350 (1.4) NOEISSES 165070087 (45561 B38) R M58 4535768
lenzrae {docrrioe ) Wl ozt alier Trarofors [1.186.680) 1LE1AW  mams R {04,509 (710,787 775)
Monthly Activity Reports

Monthly Activity 02 Financial Aid Accounts
Monthly Activity 0203

Monthly Activity 05

Monthly Activity and Net Asset Rollforward 0406

These reports provide data for a specific month and account combination, including reference code
and subcode value. Immediate drilldown is available for the actual and BMR totals. Columns
include PY month actual, CY month actual, dollar and percent changes, encumbrance value and
temporary and permanent BMRs. The encumbrance column displays the total of encumbrances
entered using the manual encumbrance form and the value automatically loaded from
PRISM/PantherExpress open purchase orders. If no encumbrance amount exists, the column will
not display. Similarly, if no BMRs exist for the selected department, the columns will not display.

The Monthly Activity and Net Asset Rollforward 0406 contains a net asset rollforward at the bottom
of the report. This section of the report summarizes net assets for all reference codes, because net
assets are not maintained at the reference level. Therefore, since this report is run at the reference
level, the monthly results may not agree to the net asset rollforward if you use various reference
codes.

User-defined parameters include period, year, entity, department, reference, purpose (Financial Aid
and 04/06 only) and project (05 only). The current month (period) and current year are the default
values for the respective parameters and can be updated. Reference is defaulted as RO0000 and also
can be updated. Entity, department, purpose (Financial Aid and 04/06 only) and project (05 only)
are required and not defaulted. Entity, department, purpose and project parameters can be entered
directly or selected from the hierarchy using the Report icon.
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PBCS Reports

Pittebussh Monthly Activity
Entity 02 Financial Aid

As of: Sund  prillable to transaction detail with one dick. Would
include Permanent EMR's or encumbrance if an',,r

Page: F FDOe000
PY n-hg-l Y l\:‘;ﬂ $Change % Change W
FE2 FEB
FY18 Fr1a F*r‘tg
TEO0 - Scholarships @z 10,888 11,108 50006 &2 BRD
Total (222) W.886 11708 50036 62 860

© birshusen  Monthly Activity

Entity 02 or 03

Drrillable to transaction detail with one click. Weould incdude
encumbrance if any.

Page: 02 - Operating,

FY Month Actual % Change % Change BMRs EMRs
DEC DEC DEC
FY1s FY13 FY13
5100 - Non-Medical Faculty RFT Regular Eamings 0 0 A, 228434 £8.000
5903 - Fringe Benefits-Mon-Medical Faculty 0 0 MA 71,516 27544
6100 - Equipment & Office Fumiture GT £5.000 20,000 (90.000) (100.0) ] 0
B2B0 - Other Transfers 0 0 MR [1.938.0400 0
Total 90,000 (50.000) (100.0) (1.638,040) 15544

University of .
Pittsburgh Mon tgn%y%gt IVIty

As of: Sunday, April 28, 2019

Drillabl= to transaction detail with one dick. Would
include encumbrance if anv.

T~aPY Month Aclual  $Change % Change

Page: G71

FY18

APR
5400 - Staff BFT Regular Earnings 3265 (3.269) (100.0)
B4R - Staff RPT Regular Eamings 384 (384} (100.0)
5R30 - Temporary Staff TEF FT Eamings 1,350 {1.350) (100.0)
5507 - Fringe Benefits-Staff 1432 (1.432) (100.0)
5317 - Fringe Benefits- Temporany/Cther Employees 103 (103} (100.0)
£834 - Interdept Other Printing & Publications A2 (52) (100.0)
2320 - TEP Overhead 162 (162} (100.0)
\ Total 6.751 (6.751) (100.0)
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PBCS Reports

© Pittshueh Monthly Activity
Entity 04 or 06

As of Sunday, April 28, 2019

Drillable to transaction detail with one dick. Would |5 Relforward 04-06 Report

include encumbrance if anv.
Page: (4l e

PY Month Actual CY Iﬂ;‘ll Actual 3Change % Change
FYis Fr19
MAR MaR
G000 - Office Supplies 47 0 [347) (100.0)
G070 - Unaliowable Supphes 0 500 500 A
6390 - Interdept Conf Registration & Travel 3400 0 (3.400) (100,00
G400 - Professional Serices 0 1134 1.134 M
6470 - Unzlowabls Professional Servipes 0 Jo.032 »mozz I
8171 - Donations (500) 15,250 15,750 3.150.0
8260 - Other Transfers (526 232) (142 328} 381,204 727
Total (521.975) (B7.422) 434553 0227
Expart In Query-Ready Mode
Page: 04-D scretionary, F24331, ROOODO ¥
Actual
Ending Met Assets Prior Month FEE REG 119 14,250 852
Current Month Total Expenses and Transfers  MAR REG Fi13 87 422
Ending Net Assets Cument Month MaR REG Fri% 14387 705

Other Reports

Budget Rollforward Entities 02-03 — This report defaults to current FY and shows loaded budget
and YTD temporary BMRs, permanent BMRs, and ending permanent budget, and FY Total Budget.
This report has drilldown capabilities to BMR detail. If no BMRs exist for the selected
department(s), the columns will not display.

User-defined parameters include department and year. The current year is defaulted and can be
updated. To select specific department values, be sure to click the Edit Members box to directly
enter department values or click the Report icon to select from the hierarchy.

Entity 02 Financial Aid Accounts (07xxx) — This report summarizes FY Total Budget, YTD actual
and $ variance by purpose and subcode. There is no drilldown available in this report.
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PBCS Reports

User-defined parameters include purpose, period, year, and department. Purpose is limited to
Financial Aid accounts only: they can be entered directly or selected from the hierarchy using the
Report icon. The current period and year are the default values and can be updated. The department
can be entered directly by clicking Edit Members or selecting from the hierarchy using the Report
icon.

Entity 02 SO Financial Aid Accounts (07xxx) — This report was designed for Senior Officers. If
you do not have access at an SO level, the report will not display results. This report summarizes
YTD actual, YTD budget, variances, FY Total Budget and budget remaining by RC, purpose and
subcode. There is no drilldown available in this report. This report takes several minutes to process.

User-defined parameters include department (SO level only), year and period. Department (SO) is
required and not defaulted. Enter the SO value directly or use the Report icon to select from the
hierarchy. The current year and period are defaulted and can be updated.

YTD Net Asset Rollforward 04-06 — This report summaries Net Assets at the purpose/project level.
The report includes Prior Year Ending Net Assets as of June 30th, YTD Total Revenues, YTD Total
Expenses and Transfers and Ending YTD Net Assets. There is no drilldown available in this report.

User-defined parameters include period, year, department, purpose, project and entity. The current
year and period are defaulted and can be updated. The entity, department, purpose and project
parameters can be entered directly or selected from the hierarchy using the Report icon. Entity is not
defaulted and is required.

University of

Pittsburgh Budget Rollforward
Entities 02-03 Only

As of: Sundayw_Aprl 28 2019
Drillzble to transaction detail.

Pages 02 - Operatieg, Total Furpose

( \‘. Fermanen
Liodend Pusbget  Temnguorary BMAS Permanent Biifs [T F Total Budget
YeorToml YearTomal YearTow YearToml YearTomal
s Skl Fria s e
gt Sl ode
o F 2T - Tolnl Eapedsd 56 441,183 L re A H] 235 fad 55 T8 033 BILEET 45
FEZ3 - Tolsl Teweabers 2.507.000 IS 555 ] 2.507.000 1404 575)
Tl ExplTrans 58,553,183 1Mz 46 54 59735033 22T

Irreamss (decrease) n Nt fomots afier Transions ({56,588, 153) (L.07.737) (434 (5RE5.003) (50,253 7700
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PBCS Reports

. ||j- X

University of

Pittsburgh

Entity 02 Financial Aid Accounts
As of: Sunday, April 28, 2019

Ma drillable fields.
Page: L
FY Total Budget | ¥TD Actual § Variance I

AER

Frig |
Purposs SubCode
07181 = | 7600 - Schelarships {7.000 "B‘ﬂ
07181 7622 - SR Tuition Scholarships B.855.191 13,
[raly SubiTotal 8,855,191 140,809
07323- 6300 - Domestic Travel & Business Expenses 5,33 i5,53361
07323 7621 - GSATATF Tuition Scholarships 4,998,751 {118.7
0N 6500 - Dues & Memberships 2001 (200
o7 SubTotal 5,005,887 (125.528)]
Finandal A SubTatal 13,865,074 14881

& University of

war Pittsburgh

Entity 02 SO Financial Aid Accounts

As of: Sunday, April 28, 2019

T Achusal VTDBuket | ¥TOS Variancs | FY Tokal Budgel
m’ Mo drillable fields.
AL | Purpose SbiConte
R | 07160- TH0 - Scholarships 47400 |
s SashiToasl TaakiTetal 474000 396 59
AL o Te22 - G5A Tuston Scholarsheps £5 B3 '1556.1
R | SubTowl SushTotal a5 19665
AL ome3- T8I0 - Scholarahegs 336 550 Hi 'Pﬂ
R | SubTowl SubTotal 069500 20,1
AC |ove TR0 - Scholarships i 01X
AL o3z TEZ1 - GEATATF Tt Schaleridugs 13 A3 KA
AL oAz TEZ2 - (358 Tuston Scholsrshaps 2Ta L
| SubTo SkiTotal 1401345 w0160
AC Lral— T8 TS0 - Scholarshps 4000 2063
B | Sublow SubTotal 4,00 2611
AC |- TE21 - GEATATF Tustion Scholarabips 522078 365,65
IR SaghTotal TahTotal 52207 36565
Gin HEs- 1 6300 - Domeste Travel & Buasress Evperass 5 e
A |o7es- TR0 - Scholarships 430 253 e
IR SadhTotal TahTodal 430512 HA
B |oTom. P - GEATATE Tustion Scholarships 1657 Nk
A | o7 7622 - (5A Tustion Scholarsbips EETCT: 3451304
L. SaghTotal Sagh Tkl 3665330 3367541
A |oroe P21 - GEATATE Tustion Scholarships 1790 254 167,124
AC | ovms- B260 - Ceher Tramafors @ [
RC SaghTotal Sagh Tkl 1.77%&61323 1E71, 1%
B | ST SabiTotal 58,851 5126 I
B | SubTowl SubTots 1,768 45,004 g
R | SubTo SubTotal w07 2865 (13
R | SubTowl SuahiTestal 4,005,904 1867581 (77 3]
R | SubTosd SakiTotal 1776131 1671124 (M6
50 | SubTowl SuhiTotal tm:ﬂl ?mml 1343
) University of Date Net A Rollf d
& Y ear-to-Date Net Assets Rollforwar

Pittsburgh

Entity 04-06
As of: Sunday, Apnl 28, 2019

= Nao drillable fields. T
Aachal
Prior Yesr Ending Met Assets JUN Frg 14,030,849
¥TD Total Revenues APR Fr18 10,000
Y¥TD Totsl Expenses and Transiers APR Y19 208 044
Erecling YT Mt Asgets APR F1a 14,307 705
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Managing Encumbrance Entry Forms

The Encumbrance Entry forms are available for users to monitor and manage encumbrances. The
forms include non-updateable columns for prior year actuals, current year actuals, current year-to-
date budget and loaded encumbrances. Loaded encumbrances are the calculated encumbrances from
purchase orders in PRISM and PantherExpress. These are for purchase orders created after April 1,
2019. Detailed information on the POs that comprise the total can be found in the PRISM report -
FGAE138 Extract of Calculated Encumbrances By Entity and Department.

The encumbrance entry fields can support various levels of detail and supporting documents. Values
calculated in the total encumbrance fields feed to the Income Statement reports. If no encumbrances
exist in these forms, the encumbrance columns will not display in the Income Statement reports.

1. Select the Tasks icon from the home page.
2. Select the Planner drop down.

3. Select the desired encumbrance entry form. Functionality within the forms is the same, security
is applied to each by entity as designated.

e Encumbrance Entry (02 & 03) — selection is available for entities 02 and 03 and any
department within your assigned security. Totals are listed by subcode, reference and
purpose.

e Encumbrance Entry (04 & 06) — selection is available for entities 04 and 06 and any
purpose within your assigned department security. Totals are listed by subcode,
reference and department.

e Encumbrance Entry (05) — selection is available for entity 05 and any project within your
assigned department security. Totals are listed by subcode, reference and department.

4. Once a form has been selected, the Entity and Department will be displayed in the upper left.

e When entering for the first time, the department will default to the first department
number that is within your security access. After a department is selected and
encumbrances saved, the form will open the last saved department on entry.

Encumbrance Entry (02 & 03)

“fersion Entity Department

Working 02 - Operating 01010 - Chancellor, Office of the

5. To change the Department (or Entity, Purpose, Project depending on the form selected), click on
the displayed account segment value. The print is in blue indicating a hyperlink.
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Managing Encumbrance Entry Forms

6. The Select a Member window will open. There are multiple ways to search and select the new
segment value. A blue check mark must appear to the left of the value before clicking OK.

e Inthe Search field, you can enter the value directly with the defined prefix. For example,
to find department number 02025, type D02025 and enter to search.
e Prefix values are as follows: E — Entity, D — Department, P — Purpose, G — Project

e Prefix values are case sensitive.

Select a Member » €
Department

02025 - Financial Information Systems
D02025%  DO2025 4 o

i¥#! 02025 - Financial Information...

e In the Search field, you can also partially type the name or number of the segment. For
example, if you type ‘Finan’ and enter, the Results will display all matching values. You
may need to continue to drill through the account hierachies to find the desired value as
shown below.

e All possible values are displayed even though you do not have security access to all
values. If an account outside your security is selected, no data will be returned.

[

Select a Member %

Department

02025 - Financial Information Systems

Finanx  Finan 4 04

Results A Office of the Chief Financial... A 87 -FIS
Office of the Chief Financial... 87-C0O + 02025 - Financial Information...
01041 - Budget & Financial Re... 87 -CFO
01043 - Chief Financial Offic... 87 - FIN
21014 - KG5B- MS in Finance 87 - INV
02009 - Finance 87 - RM
21015 - KGSB-MS Finance Prof ... 47 - 5F8
02016 - Student Financial Ser... 87-FO
42109 - UPG Financial Aid Adm... 87 - FIS
Financial Aid W a7- IR v
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Managing Encumbrance Entry Forms

7. Click OK after verifying that the blue check mark to the left of the desired account segment is
displayed and the value name is displayed beneath the Select a Member title.

8. Once the new value is selected, click the Go icon (arrow icon) to process the results for the select
segment value. This must be selected when changing values in order to update the results and
ensure data is accurate.

f‘ * {:1_ Data Ad hoc Format

9. Encumbrance data can be entered and maintained in the monthly Encumbrance Input columns.

10. A numeric value can simply be added to a monthly column. When the encumbrance becomes an
actual charge to the account, the form must be manually adjusted to remove/relieve the
manually-entered encumbrance.

11. Click Save and acknowledge the save message.

e Once the input is saved, the Encumbrances YearTotal value will be updated. This field is
the sum of all values manually entered in the monthly input columns (shown in the
YearTotal field) and the Encumbrance Loaded column.

e The Encumbrance Loaded field is the calculated encumbrance value for POs created
since April 1, 2019. Detailed information for this total can be found in the PRISM report
- FGAE138 Extract of Calculated Encumbrances by Entity and Department
https://pre.prism.pitt.edu/wp-content/uploads/FGAE138.pdf. .

Fy18 Fy19 Fy19 Fy19 Fy19
Actual Actual Ending Encumbrances Encumbrance
Budget Loaded
YearTotal YearTotal YearTotal YearTotal YearTotal YearTotal JUL
6000 - Office Supplies RO0D0O 34410.54 295976.00 31474 114.74 200.00 200.00

12. There are several additional methods to enter encumbrances. When in the desired field, right-
click on the field to display the options or click the Actions button. Options include Edit,
Comments, Supporting Detail, Change History and Lock/Unlock Cells.
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Managing Encumbrance Entry Forms

Supporting Detail

13. To keep a detailed log of the manual encumbrances, use the Supporting Detail option (right —
click or Actions).

14. In the Supporting Detail window, add line details with descriptions using the Actions drop down.
The Operator column defaults to addition but can be changed to subtraction, multiplication and
division.

e Add Child records to roll-up to a total for one encumbrance event.
e Add Sibling records to record multiple encumbrance events

e \When the encumbrance is relieved, the encumbrance line can either be deleted or a new
line for subtracting the amount can be added.

Supporting Detail @ SR o~ Y sovo 1 o ¥ Carco
| 1 FY18 [ I “
Operator  Encumbrance Ir & AddChild g ‘
AUG
= R Add Sibling s
Conference - Lego + 562.0 Lodging & Per Diem
are Child Records of &
Lodging . 400.0 Conference |- Lego
@i Demote
et L + 162.0 They are Sibling
Training - DeNezza + 284.0 SRS S R Delete
Lodging + 180.0 Wy Delete Al
Per Diem + | 104.0 A Move Up
Mentor Luncheon 3 2500 Mentor | o
| = Sibling Records
Total 1,096.0
\ o
IOperator value options are. + - * | l @ Duplicate Row

15. Once all details have been added, click Save. This will close the Supporting Details window and
the field will now appear highlighted, which indicates that Supporting Detail has been created.
You must open the Supporting Detail window to edit the amount.

Comments
16. Comments can be added to any field (right —click or Actions).

17. In the Comments window, enter the desired text and click Post.
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e The Comments will be stamped with the name of the user entering the Comments and the
time that the comments were added.

e Once all comments have been added, click Close. The field will now appear with a
triangle in the upper right corner indicating Comments are attached.

Comments v . Comments '
Backorder pan for incubator Ranger Ten-Test
GISME 233 PM

m Backorder part for incubator

600.00° “—llndh:ates Comments at‘t:ached]

Attachments
18. File Attachments can be added to any field (right-click or Actions).
19. In the Attachments window, Browse to find the desired file and click Upload.

e The Attachments screen will be stamped with the name of the user uploading the
attachment and the time the attachment was created.

e Once all attachments have been added, click Close. The field will now appear with a box
in the upper right corner indicating attachments are loaded.

Attachments e Attachments
Browse Ranger Ten-Test

BI5I18 25T PM

prev | N -
12000 llndu:ates file Attachments | Browse

20. Always remember to save the form when changes have been made. Save will automatically
recalculate the YearTotal fields and ensure changes are not lost.
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Automatic Calculation of Fringe Benefits

21. When entering encumbrances for salary subcodes in the 02 & 03 and 04 & 06 forms, the system
will automatically calculate the corresponding fringe benefits based on the approved non-federal
rates.

NOTE: The 05 form will not automatically calculate fringe, this must be done manually.

YearTotal JUL
SubCode Reference Purpose
|5400 - Staff RFT Regular Eamings | RODOOD 00000 - Default-No Value 10,000.00
5420 - Staff RFT Overtime ROOOOD 00000 - Default-No Value
5440 - Staff RFT Compensatory Time Paid RODDOO 00000 - Default-No Value
5441 - Staff RFT Other Compensation RODDOO 00000 - Default-No Value
h445 - Vacation Pay ROC00D 00000 - Default-No Value
5446 - Sick Time Paid ROC00D 00000 - Default-No Value
A530 - Temporary Staff TEF PT Eamnings ROCO00 00000 - Default-No Value
5540 - Temporary Staff PT Overtime ROCO00 00000 - Default-No Value
700 - FICA-Paying Student Employees ROCO00 00000 - Default-No Value
750 - Non-FICA-Paying Student Employees ROC0O00 00000 - Default-No Value
I 5907 - Fringe Benefits-Staff I ROC00D 00000 - Default-No Value 3,920.00 3,920.00

Export to Excel
22. Select Actions — Spreadsheet Export, to send the form data to Excel.

23. The Spreadsheet Export window will open, select Export.

SpreadsheetE... % Export

Click on the export button for spreadsheet export

24. This will open a dialog box to open the HspWhbGrid.xIs file.
e Chose the Open with Microsoft Excel option or Save File.

e Depending on your version of Excel, you may receive a warning message regarding the
format and extension, select Yes to open the file.
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