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Purpose 

 
To provide beginner level training on the functions of BCIT’s Budget and Forecasting 
System, Cognos TM1. This training will provide the basics on how to use the system and 
knowledge on where the information comes from. This training does NOT cover the 
detailed processes required by each Budget Manager to completing their Forecasts.   

 
In fiscal 2010-2011, after incurring deficits for four consecutive years, BCIT adopted 
forecasting as a proactive management approach to ensure we are closely monitoring 
our financial results. Forecasts are used to present BCIT’s financial position to the 
Leadership Team, the Board of Governors and the Ministry. This information allows the 
Leadership Team to make decisions regarding investment and innovation in our 
organization. 

Expected Outcome 
Knowledge and understanding of the below to enable you to validate and update 
information for the purpose of Forecasting. 

 TM1 Contributor Navigation  
 How to update non salary items using the application manually, using the 

application spread feature, or by cutting and pasting from excel 
 Creating an itemized account 
 Drilling into monthly actuals 
 Labour information  
 How to change data relating to staff accounts 
 How to add a new employee for planning purposes 
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Training Outline   
  

Time Min Item 

9-9:15 15 Intro – Course Objectives  

 
9:15- 9:25 

 
10 
 

 
Demo #1 - Navigation, select non-staff organization codes 

  

9:25- 9:35 10 Exercise #1 – Find a variance 
 

9:35-9:45 10 
 

Demo #2 – Ways to update non-staff accounts  
 

9:45-9:55 10 Exercise #2 – Edit non-staff accounts 
 

9:55-10:00 5 
 

Demo #3- Create an itemized account  
 

10:00-10:10 10 Exercise #3 – Create an itemized account  
 

10:10-10:15 5 Demo #4 – Add a new account  
 

10:15-10:25 10 Exercise #4 – Add a new account 
 

 
10:25-10:45 

 

  
BREAK 
 

10:45-10:50 5 Demo #5 – Drilling into actuals  

10:50-10:55 5 Demo #6 – Drilling into purchase orders  
 

10:55-11:00 
 

5 Demo #7 – Drill into and update itemized accounts 

11:00-11:10 10 Exercise # 5- Drill into actuals, purchase orders and itemized accounts 
 

11:10 – 11:20 10 Demo #8 – Labour navigation 
 

11:20-11:25 5 Demo #9 – Add a New Employee 
 

11:25-11:30 5 Demo #10 – Add a new Employee 
 

11:30-11:45 15 Exercise # 6 -  Edit labour information  
  

11:45 -12:30  Exercise 7 – Production work and questions  
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Demo #1 - Navigation 
 
Objective:  

 Login to TM1 Contributor 

 Review and understand the main page toolbar 

 Review and understand general navigation 

 Review and understand the contributor screen  
 
********************************************************************************** 
 

1. Open Internet Explorer  
2. https://tm1webtest.ad.bcit.ca:8443/pmpsvc 
3. Bookmark the URL  
4. Login/Logout  
5. Use you’re A00XXXXXX to login, request your password from the Budget Office 
6. You can also access TM1 from the BCIT ITS website 

 http://www.bcit.ca/its/tm1/ 
 

 
 
 
 

 
Incorrect User Name or Password gives you the below 

 
 
 
 

https://tm1webtest.ad.bcit.ca:8443/pmpsvc
http://www.bcit.ca/its/tm1/
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Correct Login brings you here 

 
 

7. Left Click on the application you wish to work on, either Budget or Forecast. 
Note** – the Initiatives Application is still in progress.  

 
 The Budget and Forecasting applications look EXACTLY the same other than 

the names of the tabs at the top (more to come) 

 The budget information was loaded from Banner and is based on each 
department’s 2011/12 approved budget.  

 Each department will update and submit their “Budget” annually while the 
“Forecasts” will need to be updated in June, September, October and 
December.  

 
  
8. Left click to select/open an organization Code  

 
 You can review and update more than one code at a time by opening multiple 
windows but each window only shows one code 
 
 
 
 

 
 
Definitions 
 
Contributor– Individuals who create and update budget information 
Reviewer  - Individuals who review the submitted data and where necessary reject the 
submitted data, may be the same person at the moment.  
Organization Code and Description – These are existing budget organizations    
 

Organization Code and 
description 

Status Information 

Contributor 

Reviewer 

User Instructions 

Do Not Use 
These 
Set Priorities  
Open 
Application  
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Status Information  
 

State: Indicates if someone has updated the code and if so where they are in the 
process (table below)   
Ownership – Indicates which individual has taken ownership. Once an individual 
has taken ownership of a worksheet no one else can make changes until the 
sheet is in “ready mode” again 
Reviewer – Shows who will review once the sheet is submitted 
Last Data Commit – Indicates the last time the data within the sheet was 
committed (saved)  
 

Application Back Button - Use the “Back Button” within the application rather than the 
Web browser 
Help – General Application Help, not specific to BCIT  
User Instructions – This area can be used to communicate important information to 
users and may be used by BCIT at a later date.  
 
 State Codes 

Icon State and description 

  Not started 

The node has not been opened and the data has not been changed or saved. 

  Work in progress 

The user has taken ownership of the node and data in this state can be submitted for 

review. 

  Locked 

The data was submitted and the item was locked. Data in this state is read-only. If an 

item is rejected, its state returns to work in progress. 

  Incomplete 

At least one item belonging to this item is Not started, and at least one other item is in a 
state of Work in progress, Locked, or Ready. Data in this state was aggregated. The 

Incomplete state applies only to review items. 

  Ready 

All items belonging to the reviewer are locked. The data is ready to be submitted to the 

next level in the hierarchy. 
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9. Left mouse click to select the Forecast Application 

 
 
Navigation 
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Once you have taken ownership, left mouse clock the above Ownership button, more 
functions become available 
 

 
 
Tabs - represent different views of data within the application. Detailed screen shots of 
each tab are illustrated on the next pages 

 
Dimensions Bar - indicates which dimensions are being displayed in the rows and 
columns and the data context. To reset the original view or data click the reset button 
and select either reset view or reset data. 

 
Account codes’ this data was imported from BANNER and is based on approved items 
from the 2011/12 approved budget. These can collapse and expand by clicking the (+) or 
(-). The 2011/12 approved budget Data was loaded into the system automatically and is 
based on the 2011/12 approved budget approved April 2011. 

Full Year - is the sum of the monthly entries for the specific accounts 
Approved Budget - is data that was loaded by the system based on the 
approved annual budget in Banner.  

 
Monthly Budget – the data for revenue and non salary expenses found in the body of 
the table is based a combination of budgeted and actual expenditures taken from 
BANNER. The labour related information came from HR Jobs in Banner.  
 

***************************************************************** 
Shaded Grey Cells are un- editable and exist for one of 2 reasons  

1) you do not have ownership of the data 
2) it is a calculated data value (itemized account, actuals, labour information 

which would need to be updated at the individual level to change the 
data)  

 
Green numbers the user typed text and used the tab key, arrow keys or mouse to move 
within the grid, once re-calculated the data will become blue and once committed it will 
become black.  
Blue numbers means the user has pressed the Enter or Recalculate but the data remains 
uncommitted, once committed the data will become black.   
Black numbers means the data has been committed (saved). 
Bold Numbers are aggregate totals of other line items and will only change as a result of 
other data changing, you cannot edit them directly  
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TABS 

 
Forecast – Periodic Entry – Actuals are imported from Banner and highlighted grey, they 
cannot be changed but you can drill into them for additional detail. 

 
 
Budget Variance = Approved Budget – Full Year 
Approved Budget = Approved Budget loaded from Banner as at XXX date 
Full Year = Sum of actuals (items that have been charged to the account) plus what is 
forecast to be spent in the coming months. Sum of all 12 months 
Jan YTD = THIS COLLUMN HEADING WILL CHANGE DEPENDING ON THE FORECASTING 
PERIOD.  Sum of what has been spent to date/sum of actuals YTD.  
 

 
Forecast – Additional Plan Account use this to add an item that was not in the original 
budget.  
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Forecast – Labour Summary – use this tab to view a summary of all employees 
associated with this organization code.  WHERE DOE THE DATA COME FROM TM1 or 
Banner 
 

 
 
Forecast – Modify Employees – use this tab to update data and view multiple 
employees at the same time  
 

 
 
Forecast – Add New Employees - use this tab to add new employees to this organization 
code 
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Forecast – FY Review (Full Year) - use this tab to view your original budget, prior period 
forecast and these periods forecast and to add comments. It is primarily used as an easy 
way to reference data. MOSTLY REFERENCE, ADD COMMENTS 
 

 
 
Forecast – Previous Periodic Entry – use this tab as a reference for monthly historical 
data. The Approved Budget comes from Banner and the Full Year is the aggregate of 
the individual months. The Full Year figures roll month to month. REFERENCE ONLY 
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Forecast – Current vs. Prior – this tab is similar to “Forecast –Previous Periodic Entry” 
but aligned differently.  Data here is a direct comparison of this periods forecast to last 
the last periods forecast by account code and month to month. REFERENCE ONLY 

 
 
Forecast – Org Codes Summary – use this tab to view the consolidated accounts 
associated with an org code. It’s an overview at the 3D level, you can see all funds and 
all programs together. REFERENCE ONLY 

 
 

Exercise #1 –Find a Variance  
 

 Login to the test system 
 Navigate to the “Forecast – Periodic Entry”  tab 

 Identify and organization code and account code with a material variance to be 
used in future exercises 
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NON – STAFF ACCOUNTS 

Demo # 2 – Ways to update Non Staff Accounts 
 
Objective: 

 Change data in the “Forecast - Periodic Entry” screen manually 

 Change data in the “Forecast - Periodic Entry” screen using the applications 
spread function (equal and proportional spread) 

 Use Undo to remove the last change, then Redo 

 Reset data to remove all the changes you made.  

 

1. Login 

2. Left click Forecast 

3. Select the organization 

4. Take ownership, note the State and Ownership fields will change in the main 
screen  

 
 

5. Identify an account that needs to be updated. An update may be required for 
several reasons such as new information received re: a cost or date of an 
anticipated charge. 
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6. To update the data manually, left mouse click the cell and key in the new 
data – the new data will be green  

 

 
 

7. Click enter and the cell will turn blue 
8. Select the re-calculate button, to ensure that all associated and aggregated 

cells are updated. All changes will become blue. You can easily undo the 
action by using the Undo button. The data will remain blue until it is either 
Commit (saved) or Re-set.  

9.  

 
 

 
 

 
Use the application Spread Function  
 

10. Right mouse click in the “Full Year” Column of the account you wish to 
update 

11. Move the mouse to the “Data Spread” button 
12. Select the data spread method you with to apply. The Proportional Spread 

and the Equal Spread are the most widely used.  
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a. Equal Spread – will distribute the total amount equally over the 
identified period  

i. Enter the dollar amount to be spread 
ii. Select the direction of the spread, usually to the right 

iii. Select if you want to replace, add or subtract a value 
iv. Click apply 
v. Click Re-calculate 

 
Before 

 
 
After 
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13. Proportional Spread - it is useful when you want to change the cost base of a 

specific item but want to keep the monthly proportions.  For example ITS 
needs to increase 6105 – Office Stationary by $20,000 but keeping the same 
ratio in each month 
 
Before 

 
 

 
 

 
 
After 
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14. To undo, simple click the Undo button or the Reset button 
 

Exercise # 2 –Edit Non staff Account  
 

 Login to the test system 
 Navigate to the “ Forecast – Periodic Entry”  tab 

 Identify an organization code and account code 
o Add $2,000 to Jan and $4,000 to Feb manually  
o Add $1,100  to an account, spread it evenly 
o Add $3,000 to an account using the proportional spread 

 Identify a variance in the overall budget  
 

 
*********************************************************************************** 
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Demo #3 – Create an Itemized Account, Copy and Paste from Excel 
 
Objective:  

 Add Itemization to an account to add additional detail to an account 

 Cut and Paste from Excel  
 
************************************************************* 
1) Take ownership of the organization code 
2) Select a non-salary line item for example 9335 – Meal Expenses    
3) Right click in any available (white cells) month 
4) Select “Drill” 

 

 
 
 

5) A blank Cube View will open  
 

 
 
6) Open Excel File – Meal Expenses. Copy Excel Data (Highlight, right mouse click, 

copy). Note that the column and row headings must align to the column and row 
headings in the blank cube view 
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7) Return to the blank cube view in TM1 Contributor  
8) Click in the blank cell that you want to Paste the data into  

 

 
 
 
9) Right Mouse click and choose ``Paste`` 

 

 
 
10) Save and Recalculate the newly created itemized list to apply changes to the 

organization code, line items will become dark blue 
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11) Close the cube view 
12) Return to the “Forecast – Periodic Entry” sheet  
13) Recalculate – note that the line items are now dark blue AND shaded grey in the 

“Forecast – Periodic Entry”. The grey shading means that you can no longer update 
this line item at the Budget- Periodic Entry level. To make changes in the future you 
will need to update the itemized account.  
 

 
 

14) Commit your changes to be able to access the itemized list in the future  
 

Exercise # 3 – Create an Itemized Account 
 
Objective:  

 

 Add items to the 9310 - Travel – Administration account based on the below 
information  
 $425 in Feb and $300 in March on for Jane Doe 
 $250 in Feb and $400 in March on John Doe  
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Demo # 4 – Add a new account 
 
Objective:  

 Add a new account 
 
************************************************************* 
1) Select the “Forecast- Additional Plan Account” tab 
2) Select the Program and Fund codes to enable editing 

 

 
 
 

3) Enter the information directly into the cells or copy paste from other sources. For  
example adding $200 for both Feb and March to account 6130 – Keys and Locks 

4) Recalculate to ensure information is applied throughout the Organization Code.  
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Exercise # 4 – Add a new account 
 
Objective:  

 Add Itemization to an account to add additional detail to a line item 

 Cut and Paste from Excel  
 
************************************************************* 
1) Select a non-salary line item for example 9335 – Meal Expenses    
2) Right click in any month 
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Demo # 5 – Drilling into actuals 
 
Objective:  

 

 Understand how to view Actuals 
 
 
************************************************************* 
1) Select “Forecast – Periodic Entry”  
2) Take ownership 
3) Expand the “Full year” or “Month YTD” column 

 
 

 
 

4) Choose a grey shaded cell to investigate 
 

 
 
5) Right mouse click on the cell 
6) Select “Drill” 
7) Select “Forecast – Drill Actual” 
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8) A new Web window will open with the Banner data which you can copy and paste 
into Excel if/when needed 

 

Demo # 6 – Drill into Purchase Orders.  
 
Purchase orders exist if there has been a commitment made towards that item.  

 
Objective:  

 Understand how to view purchase orders  
 
************************************************************* 
1) Select “Forecast – Periodic Entry”  
2) Take ownership 
3) Expand the “Full year” or “Month YTD” column 
4) Right mouse click on the cell you want to investigate. You can view Purchase orders 

from either the “Current Commitments” column 

 
 
or the “Budget Variance” column 

 
 
or a specific months actual (grey)  
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5) Select “Drill” 
6) Select  “Forecast – Drill PO” 

 

 
 
 

7) A new Web window will open with the Purchase Order information  
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Demo # 7 – Drill into and update an existing itemized account  
If an account was itemized during the Budgeting process, you  
 
Objective:  

 Add Itemization to an account to add additional detail to a line item 

 Cut and Paste from Excel  
 
************************************************************* 
1) Open “Forecast Periodic Entry”  
2) Take ownership 
3) Right mouse click on the itemized account, itemized accounts are shaded grey for 

the current period 
 

 
 

4) Select “Drill” 
5) Select “Forecast – Line Items” 

 

 
 

6)  A new Web window will open with the Itemized Account information.  
NOTE** Items on the list show as 0.00 because that period has passed. You can now 
see what has actually been charged to the account (7215) by drilling in at the 
Periodic Entry level.  
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7) Update information directly in the cells 
8) Recalculate 

 
 

9) Close the itemized list 
10) View the results at the “Periodic Entry” level 

 

 

Exercise # 5 – Drilling 
 
Objective:  

 Drill into the actuals for a specific account and a specific month 

 Drill into a purchase order  

 Drill into an itemized account  
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Important Information -  Forecast Non Staff Accounts  
 

 Save/Commit changes periodically 

 ``Reset Data” and “Reset View” are your friends   

 Commit vs. Submit – Commit saves the data changes, Submit notifies the 
reviewer and locks the data (no further changes)  

 If you accidentally submit please let your reviewer know and they can easily 
reject the submission 

 Text color 
o Green means the user has typed text and used the tab key, arrow keys or 

mouse to move data within the grid 
o Blue text means the user has pressed the enter key or recalculated   
o Black text has been committed (saved) 
o Bold text is an aggregate 
o Grey Shaded is un-editable  

 Always re-calculate after making changes and before closing a window or if you 
see a blank view. WHEN IN DOUBT - RECALCULATE 

 Allowances are not included in labour model therefore they would be reviewed 
in the non salary area 

 To save an itemized account you must commit it 
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STAFF ACCOUNTS 

Demo # 8– Labour Navigation  
 
Objective:  

 Locate labour information  
 Navigate and understand relationship between “Budget Periodic Entry” 

Tab and other labour related tabs  
 
Forecast – Periodic Entry provides users with a summary of the labour related costs at 
the account level not the individual level.  
 

 
 
Information relating to specific individuals can be found in the following 3 tabs 
 
Forecast – Labour Summary provides a summary of employees associated with this Org 
code 
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Forecast – Modify Employees allows you to view and update information relating to 1 
or more employees at once. 

 
 
Forecast – Add New Employees allows you to add new employees once you have taken 
ownership and selected the appropriate Fund and Program code.   

 
 

 Demo #9 – Add an Employee  
 
Objective:  

 Locate labour information (includes items related to salaries and benefits 
NOT overtime or allowances, these are non staff accounts) 

 
1. Select the “Forecast – Add New Employees” tab 
2. Select the appropriate Program Code 
3. Select the appropriate Fund Code 
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4. Recalculate 
5. Insert known information 

 Name, ID, PCN, Account OR 

 In cases where you don’t have details you can descriptive words for 
example “PTS Contracts”   

6. Select FTE or Hours. 

  Use FTE if it’s a permanent position 
i. Use 1 if it’s full time, use 0.50 if it’s a half time permanent 

position or 0.75 if it’s a   
ii. Enter the appropriate Job Table (not case sensitive), Grade 

(one digit 5 not 05 ), Step (one digit 2 not 02)  

 Use Hours for contracts or PTS and enter the $$ amount directly into 
the Salary Adjustment cell 
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7. Re-calculate 

 
 

8. Verify that the employees have been added in the “Forecast – Labour 
Summary” and “Forecast – Periodic Entry” 
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Demo # 10 - Modify an existing employee 
 
Objective:  

 Note you can modify employees one at a time or using the “Forecast – Modify 
Employees” tab  

 Redistribute staff account variances using the modify employee tab 

 Identify a labour account code with a variance to be used in future exercises 
 

********************************************************************** 
 

1. From the “Forecast – Labour Summary” 
2. Right mouse click on the employee you wish to modify 
3. Choose “Drill” 
4.  

 
 
 
 

5. A new window will open with the selected employees information  
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6. Update FTE, Job Table, Grade and Step accordingly 

 
 

7. Recalculate 
8. Open “Forecast – Labour Summary” 
9. Recalculate to confirm that the changes have been applied ( blue )  

 
 

10. Open “Forecast – Periodic Entry” to confirm that the changes have been applied 
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You can update multiple existing employees at once by using the Forecast – Modify 
Employees Tab” 

1. Open “Forecast – Modify Employees” 
2. Update relevant information relating to FTE, Job Table, Grade, Step in the 

white space 
 

 
 

3. Recalculate 
11. Edit employee information in the white cells.  

Exercise # 6 – Add a new account 
 
Objective:  

 Change the status of an Existing employee to part time for the remainder of the 
year 

 Add a “New Employee” associated with a new PTS course 

 One employee is going on Mat leave in Feb and a replacement has been 
identified but will be one step lower than the existing employee 

 

Exercise # 7 – Identify and Resolve Variance in Production for Non 
Staff and Staff Accounts.  
 
Objective:  

 Open TM1 in production 

 Review a non-staff account that has a material variance 

 Investigate the variance and decide how to manage/explain it 

 Review a staff account that is showing a material variance  

 Investigate the variance and decide how to manage/explain it 
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Important information – Staff Accounts   
 When adding a new employee you must select the appropriate Program and 

Fund then recalculate before you can enter information 

 Make sure to include the appropriate Employee Account information and if the 
the new/changing employee is an FTE ( full time employee) or on an hourly wage 

 Use the reference tables provided to select the correct job table, grade and step 

 You cannot delete an employee once a record has been created BUT you can 
make their FTE and/or Hours 0. This means that their data will not be calculated 
or included in any other worksheet.  

 

 

 
  

 


