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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.

v" TM1 Contributor Navigation

v" How to update non salary items using the application manually, using the
application spread feature, or by cutting and pasting from excel

v Creating an itemized account

v' Drilling into monthly actuals

v Labour information

v" How to change data relating to staff accounts

v" 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

Updated Oct 12,2011
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Demo #1 - Navigation

Objective:

e Login to TM1 Contributor
Review and understand the main page toolbar
Review and understand general navigation
Review and understand the contributor screen

Sk ok ok sk ok sk ok ok ok sk ke ok ok ok sk sk sk sk sk sk sk ke sk sk ok sk sk sk sk sk sk sk sk sk sk sk sk sk sk ke sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk ok sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk ko

Open Internet Explorer

https://tm1webtest.ad.bcit.ca:8443/pmpsvc
Bookmark the URL
Login/Logout
Use you’re AOOXXXXXX to login, request your password from the Budget Office
You can also access TM1 from the BCIT ITS website
e http://www.bcit.ca/its/tm1/

ounkwneE

IT SERVICES|

TM1: Streamlining Budgeting and Forecasting Processes

Overview \

Incorrect User Name or Password gives you the below

Login

@ Zould not logon ko any awvailable servers with the provided credentials.

Close

TBEM Corporation and its licenzors 2009,
IBM, the IBM logo, TR and Cognos are tradernarks of J
- . — el ma— -
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Correct Login brings you here

IBM Cognos TM1 Contributor ~ Welcome Test1 G |#| About | Help | Logout

Planning Applications

\ Entries: 1 S\ (%] Do Not Use
| Modified & | Actions M_ -
June 17, 2011 11:19:45 AM POT Set Priorities
lune 14, 2011 1:36:42 PM PDT Open
June 9, 2011 10:07:23 AM POT Application

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

e The Budget and Forecasting applications look EXACTLY the same other than
the names of the tabs at the top (more to come)

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

e 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

Status Information

Organization Code and A
descriptio
. Welcome ‘nstructor Ei |"'| 0 ‘ About | Help ‘ Logoui]
Contributor =
5] ] Contributions You are a reviewer or contributor for: - - - ‘\
Hame State Ownership Reviewer Last Data Commit
& 311001BCIT Imaging Mo 31 2010 Leare Help
ay 21, 52
. O 311002-Bookstore, Burnaby . .
Reviewer ~ 3 311001-6CTT Imaging © @ WorkInProgress w Instructor w WGI0GRP  w PMPOT Application Back
NS VICWE O 311010-PMTC Bookstore - Button
O 311101-Director, Ancilary Services 311002 Bookstore  Burnaby O Not Started w MNone w 43100 GRP - Nevercommitted
[F CIReviews 311010-PMTC Bogkstore O Not Started w None w 3100 GRP w Never committed
303100-Director Andil
o rector Anclary 311101 Director, Ancilary Services () Not Started w MNone W 443100 GRP w Never committed

\ User Instructions

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

Updated Oct 12,2011
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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

O

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
IBM Cognos TM1 Contributor  Welcome Test1 G |&| About | Help | Logout

Planning Applications

Entries: 1 -3 (&)
| Hame 2 | Modified 2 | Actions
(@Al Budget / June 2, 2011 2:29:33 PM FDT
(@Al Forecast December 7, 2010 10:57:23 PM PST

@l Initiative December 7, 2010 9:58:37 PM PST

Navigation

‘B ®- = General Navigation

a T m T
[EfiForecast - PeriodicEntry || [Forecast - Additional Plan Account  [F:Forecast - Labour Summary  [iForecast - Modify Employees | [Forecast - Add New Employees ~ [iForecast - FY Review  [iForecast - Previous Periodic Entry

[iForecast - Currentvs Prior | [ffiForecast - Org Codes Summary TABS

— —CME—
e : Emﬂ CurrentyTD v‘ 421002 ITS Business Office |, HEESE Amounts '| 12011 Current Furamst _Value v‘ )
= - o) TAcoount] e { rmeere Balaszva] Forecss_Version]
T T ApprovedBudget @ Full Year @ ]anJﬁ""-—.E | Current G \ Dimension Bar
_ﬂ ww s e B ‘ o
= 48-Other Revenue $157.50 50.00 (5157.50) ($157.50) $0.00
—fp #943-Intemal Revenue - OneCard (€.00) (517,000.00)  ($17,000.00) $0.00 $0.00  ($17,000.00) . .
" 4950-Internal Revenue - Other Services $30,000.00 (612,000.00)  ($42,000.00) ($24,000.00)  (s3,000.00)  ($9,000.00) e Organization
= 49-Internal Revenue $30,000.00  ($29,000.00) ($59,000.00) ($24,000.00) ($9,000.00) ($26,000.00) $0.00 Code
= Revenue $30,157.50 ($29,000.00)  ($59,157.50)  ($24,157.50) ($9,000.00) ($26,000.00) $0.00
5112-Permanent-Comp. Res. Prog/Analysts (2,988.28) $0.00 $2,988.28 $2,988.28 $0.00 $0.00 $0.00
Account  5ii7-Pemanent - Overtme $247,803.83 $340,000.00  $92,196.17  $23,69543  $12,945.01  $55,555.73 50.00
Codes 5120-Permanent - On Call Coverage (690,712, 10) £0.00 $90,712.10 $56,49921  §15012.97 $18,299.92 50.00
5 51-Permanent Salaries $154,103.45 $340,000.00  $185,896.55 $83,182.92 $28,857.98  $73,855.65 50.00
5312-Temparary-Comp. Res. Prog/Analysts $30,240.98 S04,000.00  $173,759.02  $147,92677  $9,505.20  $16,327.05 0.00
———P 5317-Temporary - Overtime (52,277.22) 50.00 $2,277.22 $2277.22 50.00 .00 50,00
= 53-Temporary Salaries $27,963.76 $204,000.00 $176,036.24  $150,203.99  $9,505.20  $16,327.05 50.00
= 5601Fringe Benefits - Alocated $3,908.18 $30,600.00  $26691.82  $22,81698  §1,425.78 $2,449.06 $0.00
5 55-Benefits - Allocated $3,908.18 $30,600.00  $26691.82  $22,81698  $142578  $2,449.06 $0.00
= Salaries $185,975.39 $574,600.00  $388,624.61  $256,203.89 $39,78896  $92,631.76 50.00
6101-Classroom & Lab Supplies (§34.11) $0.00 $34.11 $34.11 $0.00 $0.00 $0.00
6102-Shop Materials (540.69) $0.00 $40.69 $40.69 50.00 $0.00 50.00
6105-Office Stationery (85,960.60) $11,000.00 $16,960.60 $16,281.00 594.31 $585.29 51.06
6116-Safety Footwear Allowance (51,038.80) $0.00 $1,038.80 $1,038.80 $0.00 $0.00 $0.00
6130-Keys &Locks $4,133.02 $5,000.00 $1,866.98 $1,496.72 $0.00 $370.26 $4,448.22 -

- . B® - B @ @-

"Additional Plan unt [FlForecast - Labour Summar f FHForecast - Modify

@& i B @

fHFa st - Periodic Entry [FForecas

[IForeca - Current vs Prior HiF

Ownership V‘?:;eé:tr a Undo/Redo Re-calculate

st - Org Codes Summal
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Once you have taken ownership, left mouse clock the above Ownership button, more
functions become available

© v¥- BE: G-  @B® [ B @
dFur#st Riudic Entr [ Forecast - Additional Plan Account | Forecast - Labour summary FHForecast -|
Submit Reject Commit

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

- 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.

3k 3k 3k 3k 3k 3k >k 3k 3k 3k sk 3k 3k 3k >k >k 3k 3k 3k >k 3k 3k 3k %k >k 3k 3k 3k %k %k 5k 3k %k >k 3k 3k %k 3k %k 3k %k %k %k 3k 3k 3k >k %k 3k 3k %k %k %k 5k 3k %k %k %k 3k %k %k %k %k %k k

Shaded Grey Cells are un- editable and exist for one of 2 reasons
1) you do not have ownership of the data
2) itis 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

Updated Oct 12,2011
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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.

orecast - Periodic Entry FHForecast - Additional Plan Account FHForecast - Labour Summary FEForecast - Modify Employees FHForecast - Add New Employees FHForecast - FY Review
)| e— m— T — —
@Fnremst - Current vs Prior @Fnremst - Org Codes Summary
Rows: Columns: Context:
¢ PlanProgram || ¢ PlanFund || [ PlanAccount | 5| CurrentYTD | : 421002-ITS Business Office || [ Base Amounts || /2011 Current Forecast
%  [Program] g [Fund] 9 [Account] %) [TimePeriod] 5 [Forecast_Organization] % [BalanceType) % [Forecsst_Vession]
T I ’:I Budget Variance [ iApproved Budget Jan YTD Feb Mar Current C: i 1ts ‘
| 4mMonsdaryRecoveries $157.50 $0.00 (s15750)||| (s157.50) $0.00 $0.00 $0.00
1= 48-Other Revenue %$157.50 $0.00] ($157.50) ($157.50) $0.00 $0.00 $0.00
4243-Internal Revenue - OneCard (.00 {$17,000.00) ($17,000.00) $0.00 £0.00 {§17,000.00) 40,00
4990-Internal Revenue - Other Services £30,000.00 {$12,000.00) ($42,000.00) || ($24,000.00) ($9,000.00) (59,000.00) 0,00
= 49-Internal Revenue $30,000.00 ($29,000.00) ($59,000.00) ($24,000.00) | ($9,000.00) ($26,000.00) $0.00
=l Revenue $30,157.50 ($29,000.00)| | ($59,157.50) ||($24,157.50) | ($9,000.00) (%$26,000.00) %$0.00
5112-Permanent-Comp. Res. ProgfAnalysts ($2,988.28 $0.00 $2,988.28 $2,988.28 $0.00 50,00 $0.00
5117-Permanent - Overtime $247,803.83 $340,000.00 $92,196.17 $23,605.43 | $12,945.01 $55,555.73 $0.00
5120-Permanent - On Call Coverage ($90,712.10, $0.00 $90,712.10 $56,499.21 $15,912.97 $18,299.92 $0.00
=l 51-Permanent Salaries $154,103.45 $340,000.00| | $185,896.55 $83,182.97 | $28857.98  $73,855.65 $0.00
5312-Temporary-Comp. Res. Prog/Analysts $30,240.98 ga04,000.00| | $173,750.02 || s147,926.77 $9,505.20 $16,327.05 $0.00
5317-Temporary - Overtime (82,277.22) 40,00 $2,277.22 $2,277.22 40,00 40,00 40,00
=l 53-Temporary Salaries $27,963.76 $204,000.00 %$176,036.24 %$150,203.99 %$9,505.20 $16,327.05 $0.00
5601-Fringe Benefits - Allocated £3,908.18 £30,600.00 $26,691.82 $22,816.98 £1,425.78 £2,449.06 40,00
=l 55-Benefits - Allocated $3,908.18 $30,600.00 $26,691.82 $22,816.98 $1,425.78 $2,449.06 $0.00
= salaries $185,975.39 $574,600.00 $388,624.61 $256,203.89 | $39,788.96 $92,631.76 $0.00
6101-Classroom & Lab Supplies (834,11 £0.00 £0.00 0,00 50,00

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.

| Forecast - Periodic Entry [FForecast - Additional Plan Account [FForecast - Labour Summary [FForecast - Modify Employees [FForecast - Add New Employees
@Foreast - Current vs Prior @Foreast - Org Codes Summary
OWs: Columns: Context:
z| AdditionalAccounts |, ;| TimePeriod |, : 42100275 Business Office || [/Base Amounts || [ O-Program Mot Required || [ ALL FUNDS || [ 201
5 [Account] % [TimePeriod] g [Forecast_Organization] % [BalanceType] g [Program] W [Fund] g
/ = Full Year
7 May Jun dul Aug | Sep Oct Nov Dec Jan Feb Mar
$0.00| £0.00 %0.00 %$0.00 %0.00 %0.00 %0.00 %$0.00 $0.00 %0.00 $0.00 %0.00 £0.00
= Revenue $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
[ 41-Student Fees $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 %$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 %$0.00
# 43-Grants $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
45-Ancillary Revenue $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
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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 TML1 or

Banner

[FForecast - Periodic Entry | [ElForecast - Additional Plan Account | FEJForecast -Labour Summary  [EForecast - Modify Employees
—_—

[FForecast - Current vs Prior  [{iForecast - Org Codes Summary

[FForecast - Add New Employees

[flForecast - FY Review

You can NOT EDIT employee information from this tab

[FForecast - Previous Periodic Entry

Rows: Columns: Context:
| PlanProgramiame |, ¢ PlanFundiame || & EmployeeList |, PlanMeasures |, ¢l 2011 Current Forecast || §421005-Program Management Office |,
N S Fund] 9 [=bourltem] % [LabourSummany_m] N [Forecast_Version] . [Forecast_Organization]
Employee ID Status RetumDate  PCN  Posn Employee Group Job FTE Job Table Job Grade JobStep NextStep IncrMonth Job Acct Bud Salary
T I

7.00 605,760.00
1 Anne Marie Johnston AD0757331 Active 421005 Management 100 ES F 7 ] 08 5109 115,127.00
2 Dizne Miala ADDI05047  Active 130001 Support Staff All 100 55 07 4 999 5110 47,392.00
3 Douglas Woodley ~ ADD188051  Active 321011 FsA 100 Fs SA 3 299 04 5112 77,962.00
501-Student Services Administration  101-6umaby Campus 4 James Wanless ADD132328  Active 421068 FSA 100 Fs sA 7 8 0 5112 73,501.00
5 Judy Shandler ADD198509  Active 421017 FSA 100 Fs SA 7 s 04 5112 73,501.00
& Marlas Sivestrone  AD0S518203 Leave 2010-12-31 421050 FSA 0.00 FS SA 6 7 04 5112 71,440.00
7 Murray Smith ADD195833  Active 421039 FsA 100 Fs sA 3 999 07 5112 77,962.00
8 Elaine Zitner ADDS77133  Active 421¥99 FSA 100 FS SA 5 [ 5312 68,875.00

Forecast — Modify Employees — use this tab to update data and view multiple

employees at the same time

[FForecast - Periodic Entry | FEIForecast - Additional Plan Account | Forecast - Labour Summary  [EHForecast - Modify Employees [#Forecast - Add New Employees  [ZForecast - FY Review  [E]Forecast - Previous Periodic Entry
[EIForecast - Current vs Prior [ElForecast - Org Codes Summary
Rows: Columns: Context: Manual Banner
¢| PlanProgram || ¢l PlanFund || ¢ Employeetist || ¢ LabourDetail_m || Banner z| EmployeeDetai |, ¢/ 421005-Program Management Office || (2011 Current Forecast
g IProgram] g [Fund] 4 lLabouitem] g m] [TimePeniod] 2 [Forecast_Organization] & [Forecast_version]
Employze ID Employee PCN_ Employee Account = Full Year Comments Notes
T T T Apr May Jun  Ju Aug Sep Oct Nov Dec Jan  Feb Mar
Employeeinfo | Judy Shandler AOD196509 421017 5112
Salary 0.00 0.00 0.00 0.00|0.00 0.00 0.00 0.00 .00 0.00 0.00 0.00 0.00 0.00 563226 6,477.10 12,109.36 0.00
. \ FTE o 0 0 of o o 0o © o o0 0 0 0 0 1 1 2 0
Job Table FS Fs - .
White = Editable
Grade SA SA f""
Step 7 7
Employeelnfo | Marlas Silvestrone  AD0518203 421050 5112 Mat/Parent Lve W/O Pay B
. Job Table FS Fs
Grade SA SA
Step 5 5

Forecast — Add New Employees - use this tab to add new employees to this organization

code

[ Forecast - Periodic Entry | [FHForecast - Additonal Plan Account  [FForecast - Labour Summary | [FHForecast - Modify Employees | FForecast - Add New Employees  [FlForecast -FY Review  [Forecast - Previous Periodic Entry
[FForecast - Current vs Prior  FEIForecast - Org Codes Summary
Rows: Columns: Context:
¢ NewEmployees |, Detai m o | EmployeeDetail | ¢ 100-Ful-Time Instruction Summary || #/101-Burnaby Campus || §421002-TS Business Office || #2011 Current Forecast ||
8 iLabourttem] i m] € TimePeriod] g [Program] 8 Fund] 8| " TForecast_Organization] & iForecast Version]
Employee ID Employes PCN  Employee Account = FullYear Comments Notes
Apr May  Jn | Ju | Aug  Sep  Oct  Nov  Dec  Jan  Feb  Mar
Saary 0.00 0.00 0.00 0.00 0.00 000 0.00 000 000 0.00 000 000 0.00 000 0.00 0.00 0.00 0.00 0.00
Hours 0.00 0.00 0.00 000 000 000 000 000 000 000 0.00 000 000 000 000 0.00 0.00 0.00 0.00
0.00 0.00 0.00 000 000 000 000 000 000 000 000 000 000 000 000 0.00 0.00 0.00 0.00
= NEW EMPLOYEES
Job Table
Grade _\‘——-—__~
Step
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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

[HForecast - PeriodicEntry  [lForecast - Additional Plan Account | [llForecast - Labour Summary  [fForecast - Modify Employees | [[iForecast - Add New Employees  [lForecast - FY Review  [fForecast - Previous Periodic Entry
[EForecast - Current vs Prior | EFarecast - Org Codes Summary
Rows: Columns: Context:
¢l PlanProgram |, ¢ PlanFund | ¢ Planaccount Fuariance & Forecast m §|421002-ITS Business Office |, {|Base Amounts || § Full rear
] tProgam) 7| B Rl 7| B TAcomd |7 recast Verson]|"| | [Forecast m] || §] " [Forecast Organzaton]  |7| & [BalanceType] || & [TimePerod]|”|
5 Prior-Current Variance
2011 Current Forecast
Value Comments Value Comments
($157.50) ($157.50) 50.00
= 48-Other Revenue 50.00 ($157.50) ($157.50) $0.00
4343-Intemal Revenue - OneCard (517,000.00) La_St month Forecast - 50.00
4990-Internal Revenue - Other Services ($12,000.00) this months Forecast $0.00
=) 49-Internal Revenue ($29,000.00) $0.00
= Revenue (529,000.00) 50.00
5112-Permanent-Comp. Res, Prog/Analysts $0.00 Sum as at last $0.00
5117 Permanent - Overtime $340,000.00 $95,454.87 months Forecast $3,258.70
5120-Permanent - On Call Coverage $0.00 $101,640.79 $10,928.69
=l 51-Permanent Salaries $340,000.00 $200,083.94 $14,187.39
5312 Temporary-Comp. Res. Prog/Analysts | $204,001.35 $179,297.90 $5538.88
5317-Temporary - Overtme $0.00 $2,044.26 Origi nal Bu dg et (5232.96)
= 53-Temporary Salaries $204,001.35 $181,342.16 $176,036.24 BANNER OR TM1? $5305.92
5601-Fringe Benefits - Allocated $30,600.20 $27,522.65 $26,691.82 ( ) $830.83
= 55-Benefits - Allocated $30,600.20 $27,522.65 $26,691.82 $830.83
= salaries $574,601.55 $408,948.75 $388,624.61 $20,324.14
6101-Classroom &Lab Supplies $0.00 $34.11 $34.11 50.00
6102-Shop Materials $0.00 $40.69 $40.69 $0.00

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

[lForecast - PeriodicEntry | FliForecast - Additional Plan Account | [FlForecast - Labour Summary | [Forecast - Modify Employses  [FForecast - Add New Employees  [fForecast - FY Review w
[liForecast - Current vs Prior || [Forecast - Org Codes Summary Banner This total will change as the forecast changes
Rows: Columns: i s
; Plai:_:;x')_g'i?m .| P\y:quTd H \a_:ﬁ;c%nt H { vanrorefest f : 421;-;@&&:;;::::[%@ o gt Emllﬁu?:‘gyaet&ging ;n]remst) L d F:if‘;]'
Approved Budget| © Full Year
Apr May Jun 2l Aug sep oct Mov Dec
@on)| (517000000 ($17,000.00)  $13,286.28  (516,718.10) £0.00 50.00 $0.00 £0.00 50,00 $0.00 £0.00
4890-Internal Revenue - Other Services (500)  ($12,000.00) ($12,000.00) ($923.08)  ($323.08)  ($923.08)  ($923.08)  (923.08)  (£923.08)  ($923.08)  ($923.08) £0.00
1 49-Internal Revenue (5.00) ($29,000.00) (529,000.00) $12,363.20 ($17,641.18) (5923.08) ($923.08) (5923.08) (5923.08) ($923.08) (5923.08) $0.00
= Revenue (s.00) ($29,000.00) ($29,000.00) $12,363.20 ($17,641.18) ($923.08) ($923.08) ($923.08) ($923.08) ($923.08) (5923.08) $0.00
5117 Permanent - Overtime $0.00  $340,000.00 $340,000.00  $13,738.06  $30,514.10 $33,115.96  $25022.30 $10,146.21 $61430.61 $20,417.66 $30,517.83  $13,827.48
= 51-Permanent Salaries $0.00  $340,000.00 $340,000.00 $13,738.06 $30,514.10 $3811596 $2502230 $10,14621 $61,490.61 $20,417.66 $30,817.88 $13,827.48
5312-Temporary-Comp. Res. Prog/Analysts (§1.35)  $204,000.00 $204,00135  $10,439.70  §12,308.70 §3L773.00  $37,380.00 §37,380.00  §9,505.20 $5,505.20  §9,505.20  §10,866.90
'=l 53-Temporary Salaries ($1.35)  $204,000.00 $204,001.35 $10439.70 $12308.70 $31,773.00 $37,380.00 $37,380.00 $9,505.20 $9,505.20 $9,505.20 $10,866.90
5601 Fringe Benefits - Alocated (6.20) $30,600.00  $30,600.20 $1,965.95  $1,84.31  $4,765.95  $5,607.00  $5,507.00  $1425.78 $1,425.78  SL425.78  $1630.04
51 55-Benefits - Allocated (5.20)  $30,600.00  $30,600.20  $1,565.96 S184631 $4,765.95 $5607.00 $5607.00 $1425.78 $1425.78 $1,425.78  $1,630.04
= salaries (S1.55)  $574,600.00 $574,60155 $25743.72 $44,669.11 $74,65491 $65,00930 $53,133.21 $72,42159 $31348.64 $4L748.86 $26,324.42
£105-Office Stationery (5.00) $11,000.00  $11,000.00 $0.00 £367.66 $554.94 $822.70  $1,545.95  S1885.95  $682.43  §1,343.92  S1,118.58
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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

[FForecast - Periodic Entry [ Forecast - Additional Plan Account [FForecast - Labour Summary [FForecast - Modify Employees [FForecast - Add New Employees

[ Forecast - Current vs Prior [ Forecast - Org Codes Summary
e meE e

Rows: Columns: Context:
z PlanProgram | | PlanFund |, ;| PlanAccount || [ Forecast Version | ¢ MainForecast | < 421002-IT5 Bu|
% [Program] W [Fund] % [Account] %| [Forecast_Version] % [TimePeriod] 5 [Forecast_On
Approved Budget = Full Year
I I I . . . ; Apr _May
2011 Current Forecast .00 17,000.00 17,000.00 .00 .00
4343-Internal Revenue - OneCard 3000 3L, I (347, ) & &
2011 Prior Forecast (&.00) ($17,000.00)  ($17,000.00) $0.00 $0.00
2011 Current Forecast $30,000.00 (612,000.00) (%$42,000.00) (51,000.00) (§3,000.00)
4990-Internal Revenue - Other Services =
2011 Prior Forecast $30,000.00 ($12,000.00) (%42,000.00) (%1,000.00) (§3,000.00)

2011Current Forecast|  $30,000.00  ($29,000.00) ($59,000.00) ($1,000.00) ($3,000.00)
2011 Prior Forecast $30,000.00 ($29,000.00) ($59,000.00) ($1,000.00) ($3,000.00)
2011 Current Forecast|  $30,157.50  ($29,000.00) ($59,157.50) ($1,000.00) ($3,157.50)
2011 Prior Forecast $30,157.50  ($29,000.00) ($59,157.50) ($1,000.00) ($3,157.50)

= 49-Internal Revenue

=l Revenue

2011 Current Forecast 988,28 .00 ‘988.28 988.28 .00
5112-Permanent-Comp. Res. Prog/Analysts @2 ) L 32 2 L

2011 Prior Forecast ($2,988.28) £0.00 $2,988.28  $2983.28 £0.00

|

2011 Current Forecast|  $247,303.83 $340,000.00  $92,196.17 511,142,79  ($3,271.21)
5117-Permanent - Overtime

2011 Prior Forecast §244,545,13 $340,000.00  $95,454.87 §11,142.79  (§3,271.21)

2011 Current Forecast| (690,712, 10) £0.00 $90,712.10 $5,366.79 $5,422,37
5120-Permanent - On Call Coverage

2011 Prior Forecast ($101,5640.79) $0.00 $101,640.79  $5,366.79 §5,422.37

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

[FlForecast - Periodic Entry [fForecast - Additional Plan Account [HForecast - Labour Summary [ Forecast - Modify Employees [FForecast - Add New Employees H
[EHForecast - Current vs Prior EForecast -Org Codes Summary

Rows: Columns: Context:

<N Forecast . PIa_nAcmunt v ;| MainForecast |, ;| Base Amounts || /2011 Current Forecast | Value w| [|ALLPI

%| [Forecast Ovganization]| & [Account] % [TimePeriod] & [BalanceType] . [Forecast_Version] & [Forecast_m] I H

[I Budget Variance Approved Budget = Full Year
Apr May Jun

4a38-Mon Salary Recoveries $157.50 $0.00 ($157.50) %0.00 ($157.50) %0.00

=l 48-Other Revenue $157.50 %0.00 ($157.50) $0.00  ($157.50) $0.00

4943-Internal Revenue - OneCard ($.00) (%$17,000.00) (%$17,000.00) %0.00 $0.00 %0.00

4990-Internal Revenue - Other Services $30,000.00 ($12,000.00) (%42,000.00) (%1,000.00) (%3,000.00) ($2,000.00)

= 49-Internal Revenue %$30,000.00 ($29,000.00) (%$55,000.00) ($1,000.00) (%$3,000.00) ($2,000.00)

= Revenue $30,157.50  ($29,000.00) (%$59,157.50) ($1,000.00) (%$3,157.50) ($2,000.00)

5112-Permanent-Comp. Res. Prog/Analysts ($2,988.28) $0.00 $2,988.28 %$2,988.28 $0.00 $0.00

5117-Permanent - Overtime $247,803.83  $340,000.00 $92,196.17 $11,142.79 ($3,271.21) $507.09

5120-Permanent - On Call Coverage ($90,712.10) $0.00 $90,712.10 $6366.79  $5,422.37 $806.28

= 51-Permanent Salaries $154,103.45  $340,000.00 $185,896.55 $20,497.86 $2,151.16 $1,313.37

5312-Temporary-Comp. Res. Prog/Analysts %30,240.98 %£204,000.00 %173,759.02 £451298 $12,236.60 %30,363.24

Exercise #1 -Find a Variance

e Login to the test system

e Navigate to the “Forecast — Periodic Entry” tab

e |dentify and organization code and account code with a material variance to be
used in future exercises

Updated Oct 12,2011 13
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Demo # 2 - Ways to update Non Staff Accounts

Objective:

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

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

e 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
TOT TOT.
Name State n hij R Last Data Commit
——
42100 1-ITS Director's Office O Mot Started “» MNone W 4A4200_GRP w MNever committed
421002-IT5 Business Office @) ) Work InProgress  “w Testl w 4A4200_GRP “w MNever committed wr
mmw O Mot Started w None w 4A4200_GRP w Never committed
421004-Strateqic Practices O Mot Started - MNone w 4A4200_GRP w MNever committed
421005-Program Management @ J Work InProgress w Testl w 4A4200_GRP w MNever committed

Office

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.

CP v BRI G- oo FO-EEm - B @
EForacast —Periodic Entry FHForecast - Additional Plan Account [ Forecast - Labour Summary EfForecast - Modify Employees [EfForecast - Add New Employess
@Foreast - Current vs Prior @Foremst -0rg Codes Summary
Rows: Columns: Context:
¢ PlanProgram |, [ PlanFund || & PlanAccount |, : TimePeriod : 421002-IT5 Business Office || & Base Amounts |, [ 2|
¥ [Program] [Fund] [Account] * [TimePancd] " [Forecast_Organization] © leslznceTyps] K
I I Q Budget Variance  Approved Budget # Full Year # Jan YTD Feb Mar
= 55-Benefits - Allocated %3,908.18 %30,600.00 $26,691.82 $22,816.98 $1,42578 $2,449.06
= Salaries $185,975.39 $574,600.00 $388,624.61  $256,203.89 $39,788.96  $92,631.76
6101-Classroom & Lab Supplies (834.11) £0.00 $34.11 %34.11 &0.00 0,00
6102-5hop Materials (540.59) 50,00 540.69 $40.69 §0.00 50,00
£105-Office Stationery (&5,960.50) $11,000.00 416,960.60 %16,281.00 $94.31 £535.29
6116-5afety Footwear Allowance ($1,0 0 $0.00 $1,038.80 %1,038.80 £0.00 £0.00
_—k 6130-Keys &Locks $4,133.02 85,000.00 $1,866.98 $1,496.72 §0.00 §370.26
6150-Audio & Video (Media) Supplies (5345, 5.25 $845.25 &0.00 0,00
6160-Computer Process Supplies (594.41) £3,000.00 43,094.41 41,990.44 852,32 §251.65
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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

T =T T = F=oT a4

6116-5afety Footwear Allowance (£1,038.80) £0.00 $M £0.00 £0.00
$4,133.02 £5,000.00 $1,866.98 $1,496.72 100

6150-Audio & Video (Media) Supplies (5845.25) £0.00 484525 $845.25 £0.00 §0,00

6160-Computer Process Supplies (594.41) §3,000.00 %$3,094.41 41,990.44 £852,32 §251.65

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.
&) B~ BE O oo @0 - E i B @
Undo —® Re-—calculate
EfForecast - Periodic Entry | Forecast - Additional Plan Account [ Forecast - Labour Summary EForecast -

TTTOTATETY T FNOVETTCE FLUTToOy FooT 717 717 FooT FooT
$4,033.02 §5,000.00 $1,966.98 $1,496.72 $100.00
&150-Audio & Videa (Media) Supplies (5845.25) £0.00 Te845.25 484535 £0.00 £0.00
5160-Computer Process Supplies (£94.41) £3,000.00 $3,094.41 $1,990.44 £852,32 £251.65
5165-Computer Software Purchases (£36,699.24) £5,750.00 $42,449.24 $9,583.2 £0.00 £32,866.00
5180-0ther Consumables Under $500 (%3,103.86) £0.00 %3,103.86 %3,103.86 £0.00 £0.00
65199-Purchase Card - Acquisitions £79.47 £0.00 ($79.47) ($79.47) £0.00 £0.00
= 61-Consumables ($43,704.48) $25,750.00 $69,454.48 $34,334.64  $1,046.63  $34,073.21

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.

6116-Safety Footwear Allowance (81,038.80) £0.00 $1,038.80 $1,038.80 20,00 20,00
— T —— S e 2 wm snos :

6150-Audio & Video (Media) Supplies (5345.25) s8] B Copy 5 0.00 0.00
6160-Computer Process Supplies (§94.41) $3,000.00 $3,04 Paste 4 Sba-2a FETIs
6165-Computer Software Purchases ($36,699.24) $5,750.00 q Oﬂm% Data Spread Ex Proportional Spread... P{.} 3
6180-Other Consumables Under $500 ($3,103.86) $0.00 A Holds oo Equal Spread... s{.}
6199-Purchase Card - Acquisitions &79.47 £0.00 (7 rill A% Repeat... RLD

=l 61-Consumables ($43,604.48) $25,750.00 %69,354.48 £34,334 Clear... cL} Be
6230-Internal Charges - Bookstore {$125.00) £0.00 $125.00 512! % Percent Change... Po%{..}
6240-Internal Charges - Printing (§39.00) £0.00 $39.00 1 1 53 n;ﬁ Straight Line... SLL.F
6250-Internal Charges - Central Stores (5330.16) £0.00 $330.16 E Growth %... GR{.}

=l 62-Internal Charges ($494.16) $0.00 $494.16 % Relative Proportional Spread...  RPL.}
7115-5torage Lease Rental (510,241.71) $13,500.00 $23,741.71 B Relative Percent Adjustment...  R%L.} B

=l 71-Rentals and Leases ($10,241.71) $13,500.00 $23,741.71 51 RepeatLeaves... LRL.} 11
7205-Telephone - Basic £102.00 £0.00 ($102.00) Equal Spread Leaves... LS{..} &
7215-Other Communication £1,678.46 £414,245.00  $412,566.54  $343,433. 17 TR 1T
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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

o[ @ httpsy//tmiwebtestad beitea?P.. | = | B | &[]
0 g0,
0 Value: = $$ amount to be spread | fiz4.6
O 9| 5$1,866.98 Sroction of th g §533.
0 irection of the sprea 7,
. —Extend:—( P zD
0 s [T Left [T Right [Jup  [Coown Eoo.d
0 : s0.
0 —Update Action :f action type 80,
g @ Rephce ) Add O Subtract 2
0 0.0
0 5 50,

Appl Cancel

o 4 | Aply [ Cancel | cod
0 - g 0.
0 %412,566.54 £3,553.84 $64,530.31 §34,070.17 $34,070.

After
FE OO FE OO 7 T
= @ https://tmlwebtestad bit.ca/TP.. Lo | E) 3
o | value:
41 4000
3 —Extend:

56l [ Left Right [Cup  [Clpown

—Update Action:

@ Replace ) Add /S ) Subtract

6115-Gafety Footwear Allowance (§1,038.30) £0.00 $1,038.80 $1,038.80 £0.00 £0.00 £0.00

$503.28 $6,000,00 $1,496.72 $2,000.00 $2,000,00 $4,448.22
6150-Audio & Video (Media) Supplies ($845.25) £0.00 $845.25 $845.25 £0.00 £0.00 £0.00
6160-Computer Process Supplies (594.41) $3,000.00 $3,094.41 $1,990.44 $852.32 §251.65 £0.00
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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
6101-Classroom &Lab Supplies (834.11) £0.00 $34.11 $34.11 £0.00 £0.00 0.
6102-Shop Materials (540.69) £0.00 $40.69 $40.69 m.oo\ £0.00 0.
(85,360.60) $11,000.00 $16,281.00 4.31 $535.29 1.
6116-5afety Footwear Allowance (51,038.80) £0.00 41,038.80 $1,038.80 0.00 £0.00 20,
5317-Temporary - Overtime (62,277.22) £0.00 %$2,277.22 %2,277.22 £0.00 £0.00
= 53-Temporary Salaries $27,963.76 $204,000.00 $176,036.24  $150,203.99  $9,505.20  $16,327.05
5601-Fringe Benefits - Allocated $3,908.18 $30,600.00 $26,691.82 EZEX:3 L N Ir—— PLT
= 55-Benefits - Allocated $3,908.18 $30,600.00 $26,691.82 $2§§6 52 Equal Spread... 503
= Salaries $185,975.39 $574,60000  $388,624.61  $256,203 it popeny RED
6101-Classroom & Lab Supplies (534.11) £0.00 $34.11 534 Clear... cL}
6102-5Shop Materials ($40.69) £0.00 %40.69 40| % Percent Change. .. Posl. b
DS oo o[ ol e o0 e
6116-5afety Footwear Allowance (61,038.80) 0.00 S0 = CopY 52 Grouth %... L
6130-Keys & Lodks $503.28 $6,000.00 $54 @ rece 1 Relative Proportional Spread RPLLF #
) ) ) B Dataspread » BB .
6150-Audio & Video (Media) Supplies (5845.25) ${J.00—-—~ 22 nelative Percent Adiustment...  R%{.}
6160-Computer Process Supplies ($94.41) $3,000,00 %3,0| ;::Ids y B popeatLeaves. . RE
- % Equal Spread Leaves. .. LS.} oy
] S240.659 S40.659 sU.0u U
0 $16,9° :
I— & hitpsy/ftmlwebtestad beit.ca/?P.. Ll_lg':' (5]
0 $1.4
o 554 | value:
0 41 20000 Ké
0 3.4
—Extend: /
0 $42,4 K
0 53, [ Left Right [TTup [ClDown
0 (]
0 729| ~UpdatgAction:
¢ ¥ @Replace O Add  © Subtract
0 L
0 5
[ Apply Cancel
After
6101-Classroom &Lab Supplies ($34.11) £0.00 $34.11 $34.11 £0,00 £0.00 0,00
6102-Shop Materials ($40.69) £0.00 $40.69 $40.69 0,00 £0.00 / €0.00
($25,281.00) $11,000.00 $16,281.00 §2,77544  §17,224.5 §1.06
6116-5afety Footwear Allowance (%1,038.80) £0.00 %1,038.80 $1,038.80 0,00 £0.00 &0.00
Updated Oct 12,2011 17
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6101-Classroom & Lab Supplies (§34.11) $0.00 $34.11 $34.11 $0.00 $0.00

(540.69) $0.00 $40.69 50.00 50.00

. 6105-Office Stationery (£25,751.00) $11,000.00 $36,261.00 $16,281.00 §2,775.44 $17,224.56
" 6116 Safety Footwear Allowance ($1,038.80) 0,00 $1,038.80 $1,038.80 50,00 50,00
—Jp 6130Keys &Locks $503.28 $6,000.00 $5,496.72 41,496.72 £7,000.00 £7,000.00
6150-Audio & Video (Media) Supplies ($845.25) £0.00 $845.25 $845.25 £0.00 £0.00
6160-Computer Process Supplies ($94.41) $3,000.00 $3,094.41 41,990.44 8352.32 $251.65
6165-Computer Software Purchases ($36,699.24) £5,750,00 $42,449.24 $9,583.24 £0.00 $32,866.00
6180-0ther Consumables Under $500 (53,103.86) £0.00 $3,103.86 %3,103.86 £0.00 £0.00
6193-Purchase Card - Acquisitions £79.47 £0.00 ($79.47) ($79.47) £0.00 £0.00

—— = 61-Consumables ($66,554.61) 25,750.00 $92,304.61 $34,334.64 $5,627.76  $52,342.21

£0.00
£0.00
£1.06
£0.00
$4,448.22
£0.00
£0.00
£34,535.15
£0.00
£0.00
%$39,035.43

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

Exercise # 2 -Edit Non staff Account

¢ Login to the test system
e Navigate to the “ Forecast — Periodic Entry” tab
e |dentify 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
e Identify a variance in the overall budget

Sk sk ok sk ok sk ok sk sk sk ke k sk sk skok sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk ksk sksk skeosk sk sk sk sk sk sk sk sksk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk skosk skosk sk sk sk sk sk ks ok
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Demo #3 - Create an Itemized Account, Copy and Paste from Excel

Objective:

e Add Itemization to an account to add additional detail to an account
e Cut and Paste from Excel

3k 3k 3k 3k 3k 3k >k 3k %k 3k >k 3k 3k 3k sk >k 3k 3k 3k %k 3k 3k 3k sk sk 3k 3k 3k %k 3k 3k 3k %k >k 3k 3k 3k 3k 3k 3k 3k %k >k 3k 3k %k 3k 5k 3k %k %k %k %k %k %k k kK kkk

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”

(5940.96) 0,00 $940.96 $940.96 [ N 'upy 0,00 50.00
9340-Conference Registration £12,451.17 §19,600.00 $7,118.83 4$3,196.89 £1) 97 £0.00
5350-Meetings - Off Campus $573.23 $1,000.00 $426.77 $236.37 B peste 50.00
9355-Meetings - On Campus £2,05.97 §5,000.00 $2,943.03 $2,030.49 B ostaspread y_, £0.00
9365-Promotional Expenses (5210.64) £2,000.00 $2,210.64 1,822.60 g::‘ds : 2 £0.00

=1 93-Professional and Industry Serv. Dev %9,332.37 %$60,600.00 $51,267.63 $42,716.95 e e Forecast -Line Items
— e e - I =

5) A blank Cube View will open

'f,é Cubeview - Forecast_Linelterm:Forecast - Line [te...

&* ¥ [ ;é;v Page > Safety= Tu

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

| EBE®-|

Rows: Columns: Context:
o = Y o ] e il

jl Order Number  Apr  May  Jun Jul Aug Sept Oct Mov Dec Jan Feb  Mar Full Year
1 g.o00 000 o000 OQ00 000 000 000 000 000 000 000 0.00 0.00
2 g.0o0 000 00O 000 000 000 000 000 000 000 000 000 0.00
3 g.00 000 00O 000 000 000 000 000 000 000 000 000 0.00
4 g.00 000 00O 000 000 000 000 000 000 000 000 000 0.00
3 g.00 000 OQ00 OO0 OO0 000 000 000 000 000 000 0,00 0.00
[ g.00 000 o000 OQ00 000 000 000 000 000 000 000 0,00 0.00
7 g.0o0 000 00O 000 000 000 000 000 000 000 000 000 0.00
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| 4| A B C D B F G H 1 ] K L M N o
E Copy the relavant period information
2 Orde April May June July Aug Sept Oct Nov Dec Jan Feb Mar April May
3 Tom 100 900 100} 100 200
4 |sally 5000 \ 100| 200 300| 300
5 Paul 350 600 100} 1000 300
6 Doug 2000 100} 200
7 200 100}
8
7) Return to the blank cube view in TM1 Contributor
8) Click in the blank cell that you want to Paste the data into
Rows: Columns: Contexi
: Lineltem | ;| Lineltem_m | -« 1
& [Lineltem] & [Lineltem_m] % [Pro)
Order Number Apr | May = Jun
= ALL ENTRIES 000 000 000
| 7 000 000 0.00
Bp
2 Copy 0.00 0,00 0.00
3 [ Paste 0,00 0.00 0.00
4 E Data SDI'EEIEI b‘ 0,00 0,00 0,00
5 ¥ Holds M o000 000 0.0
5 Drill 0.00 0.00 0.00
9) Right Mouse click and choose “"Paste™
¥ B BEE®-| WSO
Rows: Columns: Context:
| Linelte | Linelte R ¢ 101 g 421002 ¢ 9335Meal ¢ 2011 Current F t
FEMEL FEEEN L L P R E =il i
ﬂ Order Mumber  Apr  May  Jun Jul Aug  Sept Oct Mov Dec Jan  Feb Mar  # Full Year
I ALL ENTRIES 0.00 0.00 000 0.00 0.00 0.00 0.00 0.00 000 0.00 0.00 0.00 0.00
| Tom 0.00 0.00 000 0.00 0.00 000 000 0.00 0.00 0.00 100 0.00 0.00
2 Sally 0.00 0.00 000 0.00 0.00 000 000 0.00 0.00 000 200 300 0.00
3 Pal 0.00 ©0.00 000 0.00 0.00 000 000 0.00 000 000 1000 ©.00 0.00
4 Doug 0.00 0.00 000 0.00 0.00 000 000 0.00 0.00 0.00 200 0.00 0.00

10) Save and Recalculate the newly created itemized list to apply changes to the
organization code, line items will become dark blue

|

Rows: Columns:
«| Lineltem =| Lineltem_m
& [LineItem] e % [Lineltem_m] h

Updated Oct 12,2011 20
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Rows: Columns: Context:
p Lineltem | ; Lineltem_m 501 ) [ 101 | [ 42100275 Business Office |, [ 9335-Meals |, ’1’
% [Lineltem] % [Lineltern_m] % [Program] & [Fund] S [Forecast_Organization] o [Account]
ﬁ Order Mumber  Apr  May  Jun Jul Aug Sept Oct Mov Dec Jan Feb Mar Full Year
= ALL ENTRIES 0.00 000 0.00 000 0.00 000 000 000 000 000 150000 30000 1,800.00 | 1
Tom 0.00 000 000 000 000 000 000 000 0.00 0.00 100.00 0.00 100.00 |5
2 Sally 0.00 Q.00 000 000 000 000 0.00 0,00 000 0.00 200.00 300.00 500.00 ||
3 Paul 0.00 Q.00 000 000 000 000 0.00 0,00 000 0.00 1,000.00 0.00 1,000.00
4 Doug 0.00 Q.00 000 000 000 000 0.00 0,00 000 0.00 200.00 0.00 200.00

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.

9310-Travel - Administration 0.00) 500000  5,000.00 0.00 96601 8,852.00 (1,855.89)
9330-Mieage Claims 0.00) 1000 300.00 0.00 000 9708 146.86
PEacn TRt 3.000.00) 500.00  3,500.00 1,000.00  100.00 0.00
9355-Mestings - On Campus (0.00) 150000  1,500.00 0.00  300.10 0.00 0.00

= 93-Professional and Industry Serv. Dev|  (3,000.00) 7,300.00 10,300.00  500.00 2,266.10 9,056.05 (1,709.23)

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

Exercise # 3 - Create an Itemized Account

Objective:

e Add items to the 9310 - Travel — Administration account based on the below

information

» $425 in Feb and $300 in March on for Jane Doe
» $250in Feb and $400 in March on John Doe

Updated Oct 12,2011
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Demo # 4 - Add a new account

Objective:
e Add a new account

3k 3k 3k 3k 3k 3k 3k 3k 3k 3k >k 3k 3k 3k 3k >k 3k 3k 3k >k 3k 3k 3k 3k sk 3k 3k 3k %k 3k 3k 3k 3k >k 3k 3k 3k 3k 3k 3k 3k %k >k 5k 3k %k 3k 5k 3k %k %k %k %k %k %k %k k ok kkk

1) Select the “Forecast- Additional Plan Account” tab
2) Select the Program and Fund codes to enable editing

% [Account] % [TimePeriod] | [Forecast_Onganization] % [BalancaType] [Program]

Available Accounts ’]

=
]
=
=
=}
[
(=
[
(=
=]
=
fd
(=g

© v¥- BB O~ O -Elwm. - B @~
[FForecast - Periodic Entry [FHForecast - Additional Plan Account [FHForecast - Labour Summary [FForecast - Modify Employees [FForecast - Add New Employees
EForeast - Current vs Prior @Foremst - Org Codes Summary Program Fund
Rows: Columns: Context:
: Account | : TimePeriod | : 421002-IT5 Business Office |,,| [:Base Amounts | : 100-Full-Time Instruction Summary | ; ml—Burngrz](:ampus -

=l Full Year

= Revenue
41-Student Fees
43-Grants
45-Ancillary Revenue
46-Industry Services Revenue
47-Donation Revenue
48-0Other Revenue
49-Internal Revenue

= Salaries
51-Permanent Salaries
53-Temporary Salaries
55-Benefits - Allocated
56-Fringe Benefits
57-Non-Employee Contracts
58-Workers Compensation Board
59-Incremental Increases

=l Non-Salary Expenses
61-Consumables
62-Internal Charges
63-Cost of Goods Sold
65-Utilities

SR

§EEEICECEEEEEEEEEEEEEE

§EEEfEEEEEEcEEEEEEEetE
§EEELEEEEEECEEEEEEEEEE
§EEELEEEEEECEtEEEEEEEEr
§EEELEEEEEECEtEEEEEEELY
§EECEEECEEEEEEEEEEEEEET
SEECEEEEEEEEEEEEEEEEEET
§EEELEEEEEEEEEEEEEEEEET
§EEELEEEEEEEEEEEEEEEEE
§EEELEEEEEECEEEEEEEEEE
§EEEIEEEEEEcEEEEEEEEEEr
§EEETCEEEEEEEEEEEELEEE

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.

Updated Oct 12,2011 22
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© (vI- BB O-o - @O @5 B

[FForecast =

ify Employees [ Forecast - Add New Employees A

[FForecast - Periodic Entry [EForecast - Additional Plan Account [FForecast - Labour Summary

@Foreast - Current vs Prior @Foreast - Org Codes Summary

OWs: Columns: Context:

E E E’:Z].OOZ—ITS Busine_ss_OFﬁoe |v| [ Base Amounts v| [ 100-Full-Time Instruction Summary v| E|101-Burnaby Campus
[Account] [TimePericd] [Forecast_Organization] [BalanceType] [Program] [Fund]
= Full Year
Apr May Jun Jul Aug Sep Oct Nov. Dec Jan Feb

6128-Plant - Electrical Supplies $0.00 _§0.00  §0.00 $0.00  $0.00  $0.00  &0.00 $0.00 $0.00 £0.00 £0.00 £0.00 $0.00
6129-Plant - Signage Supplies £0.00 0 $0.00 ; .00 £0.00 £0.00 %0.00
6130Keys &Locks so.00| Actuals = Grey =Uneditable 0 $0.00 $0.00 0.0 $200.00  $200.00 $400.00
————— 0 wm mm wo oo _wo] s
5140-Library Books £0.00 £0.00 0,00 $0.00 £0.00 £0.00 £0.00 $0.00 S§0.00 §0.00 £0.00 0,00 $0.00

Exercise # 4 - Add a new account

Objective:
e Add Iltemization to an account to add additional detail to a line item
e Cut and Paste from Excel

3k 3k 3k 3k 3k 3k ok 3k 3k ok sk ok 3k 3k ok %k 3k 3k 3k ok 5k 3k 3k %k sk 3k 3k %k %k %k 5k 3k %k %k 3k 3k %k %k %k 5k %k %k %k 3k 3k %k >k %k 3k %k %k %k %k 5k %k %k *k *kk k¥

1) Select a non-salary line item for example 9335 — Meal Expenses
2) Right click in any month

Updated Oct 12,2011 23
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Demo # 5 - Drilling into actuals

Objective:

Understand how to view Actuals

IBM Cognos TM1 Training

3k 3k 3k 3k 3k 3k 3k 3k 3k 3k >k %k %k %k %k >k >k >k >k >k >k 3k 3k >k 3k 3k 3k 3k 3k 3k 3%k %k %k %k %k %k %k >k %k %k %k >k >k >k 3k 3k 3k 3k 3k 3%k >k *k k >k *k k k kkkk

1) Select “Forecast —

2) Take ownership

Periodic Entry”

3) Expand the “Full year” or “Month YTD” column

@] i3~ B2B@E: O~ B @ -
[HForecast - Periodic Entry Forecast - Additional Plan Account HlForecast - Labour Summary Forecast - Modify Employees f
EForemst - Current vs Prior EForeast - Org Codes Summary
Rows: Columns: Context:
; PlanProgram | | PlanFund || ¢ PlanAccount | CurrentyTD = 421003-IT5 Business
% [Program] [Fund] [Account] imePeniod] S [ ast_(Chnganizath
I I L] Budget Variance =~ Approved Budget Full Year Jan YTD
4338-Non Salary Recoveries £157.50 20,00 ($157.50) ($157.50)
= 48-Other Revenue $157.50 %0.00 ($157.50) ($157.50)
4943-Internal Revenue - OneCard (5.00) (517,000.00) ($17,000.00) %0.00
4) Choose a grey shaded cell to investigate
=1 76-Logistics $0.00 %0.00 $0.00 $7.71 $0.00 %0.00 $0.00 $0.00 $7.71
7830-Membership - Institute Actubls @.00 ($11,550.00)  $7,628.13  $2,21405  §2,214.05 5,989, $0.00 $0.00  $10,702.11
7835-Membership - Individual .00 £0.00 $0.00 $214.45 £0.00 £0.0) $0.00 £0.00 $372.90
= 78-Miscellaneous Expenditures $0.00 ($11,550.00) $7,628.13 $2,428.50 $2,214.05 $5989.27 $0.00 $0.00  $11,075.01
8105-Consultant Fees £0.00 $1,561.95 §0.00  §15,251.50 £0.00 £0.00 moo $16,813.45
=1 B1-Fees for Service $0.00  $1,561.95 $0.00 $15,251.50 50.00 $0.00 $0.00 $96,712.92  $16,813.45
8305-Cutside Printing $0.00 $0.00 $36.01 $15.25 £0.00 $0.00 50,00 $0.00 $608.69
5) Right mouse click on the cell
“upy i 11”
6) Select “Drill
«“« . ”
7) Select “Forecast — Drill Actual
= 76-Logistics $0.00 $0.00 $0.00 $7.71 $0.00 $0.00 $0.00 $0.00 $7.71
7830-Membership - Institute £0.00 ($11,550.00) §7,628.13 u,mh:s $5,989.07 L= lial £0.00  $10,702.11
7835-Membership - Individual $0.00 £0.00 £0.00 §214.45 £0.00 Copy $0.00 $372.90
=) 78-Miscellaneous Expenditures $0.00 ($11,550.00) $7,628.13 $2,428.50 $2,214.05  $5,9¢ B paste $0.00  $11,075.01
8105-Consuitant Fees $0.00  $1,51.95 €0.00  $15,251.50 €0.00 B pataspead M eos7inay  g16,813.45
= B1-Fees for Service $0.00  $1,561.95 $0.00 $15,251.50 $0.00 E é"‘“") " $96,71292  $16,81345
8305-Outside Printing £0.00 £0.00 $36.01 $15.25 £0.00 oril Li orecast - Drill Actual
=l 83-Printing and Copying 50.00 50.00 $36.01 $15.25 50.00 $0.00 $0.00 Forecast - Drill YTD Actuals
8435-Advertising - Promotional £0.00 £0.00 &0.00 £0.00 §0.00 £0.00 §158.67 Forecast - Dril PO
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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

| @ Relational Drill - Forecast - Drill Actual | |

[0

FISCAL_YRPERIOD FUND ORGN ACCTPPROG DOC_CODE

ENCD_NUM

DOC_REF_NUMACTIVITY_DATE

DESCRIPTION AMT

11 10 101 421002 7830 |501 JF038005

2011-02-02 PPD EXP JAN Gartner P0057532/2214 05

" 10 101 421002 7830 |501 JLO00416

20101116

2011-01-18 WV 00218581 ECAR annual dues |3775.22

Demo # 6 - Drill into Purchase Orders.

Purchase orders exist if there has been a commitment made towards that item.

Objective:

e Understand how to view purchase orders

3k 3k 3k 3k 3k 3k 3k 3k 3k sk 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k %k 3k 3k 3k 3k >k 3k 3k %k 3k 3k 3k 3k %k 3k 3k 3k %k ok ok 3k sk %k sk kosk sk k k ok sk k ok

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

Jan YTD Feb Mar

Aug

Current Commitments

Ry e e ey
= 72-Communications
7315-Computer Equip Repairs/Maintenance
7320-Computer Software Licences/Maint

301 101

==y

$40,363.24 $380,161.69 $35319.04 $40,670.84
§19,543.94 $235,604.03 544,820.68 §149,648.74
§114,674.73 %891,883.16  $22,300.57 §111,733.42

T

%$36,870.35
§80,189.42

ey =T

or the “Budget Variance” column

T T e e g

=l 72-Communications

501 101

7325-Vehide Repairs/Maintenance

TR R | - ma -

Approved Budget (= Full Year
[ Apr

7315-Computer Equip Repairs/Maintenance

vy -7
$14,993.44  $471,145.00 $456,151.56 $7,296.75

. £337,053.78 $430,079.45 $57,943.62
§151,746.85 | $1,177,669.00 $1,025,922.15  §35,356.25
(599.25) 0,00 $99.25 £0,00

or a specific months actual (grey)

= F2-Communications

1| 101

P T e e———

7315-Computer Equip Repairs/Maintenance

I R S SRl 2,15 _s55555.5] $1150%0.7

7325-Vehide RepairsMaintenance

51.56 | $7,296.75 $64,128.14
79.45 7,943.62 ($39,200.76)

99.25 £0.00

0,00
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5) Select “Drill”
6) Select “Forecast — Drill PO”

£22,300.57

$67,127.25 $264,709.02

IBM Cognos TM1 Training

€188 M7 N2

$111,738.42 |_
$0.00

$0.00
$3,321.86

0,00
0,00
0,00

Forecast - Drill Actual
Forecast - Drill YTD Actuals

Cfuremst -orllPO >

Copy
@ Paste
B Data Spread M
R Holds ]
Drill M

<+

=

$0.00
e

7) A new Web window will open with the Purchase Order information

| @ Relational Diil - Forecast - Dill PO ]

- v [ g v Pagev Safety~ Tools+ i

Updated Oct 12,2011
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FUND ORGNACCTPROG ACTIVITY_DATE, PO |ITEM ITEM_DESC VENDOR_NAME ORDER_DATE DELIVERY_DAT
4 7320 7-01-10 R160248
4 7320 17-05-28 R199759
4 7320 7-11-15 R202618A
4 7320 2-17 P0051385 Sungard Support Software Licensin Higher Education Information Technol BC2009-03-01 2010-03-31
4 7320 -02- WR000506
4 7320 -03- PO0055625 |1 Adobe CLP 4400177254 agreement Softchoice Corporation
4 7320 -06- P0056845 |2 122R4897- 4Gbps SW SFP Transc. 4 Pack | B M Canada Ltd
4 7320 -06- P0056848 122R5332: 16B Expr. Model 4-port upgr. | B M Canada Ltd
101 421002 7320 -12-02 P0058374 |4 SVC Mo HDLM Modular WIN-1 Srvr Lic (11-20) Compugen Inc
4 7320 -12- P0058374 SVC Mo HDLM Modular WIN-1 Snvr Lic (21-40) Compugen Inc
4 7320 P 439 |Provide software and semvices at no cost Orsyp Software Inc
4 7320 P0059550 |CON-ESW-CUCMUSR Essential SW Top Level Bell Canada
4 7320 PODAYAAN ICON-FSW-B0NWI Fssantial SW CCXA 0 Naw Pramium Rell Canada

26
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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:
e Add Itemization to an account to add additional detail to a line item
e Cut and Paste from Excel

3k 3k 3k 3k 3k 3k 3k 3k 3k sk >k 3k 3k 3k sk >k 3k 3k 3k >k 3k 3k 3k sk sk 3k 3k 3k %k 3k 3k 3k %k >k 3k 3k 3k 3k 3k 3k 3k %k >k 3k 3k %k 3k 5k 3k %k %k %k %k %k %k k k ok kkk

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

aFurecast - Periodic Entry [fForecast - Additional Plan Account: HForecast - Labour Summary [FForecast - Modify Employees [FForecast - Add New Employees [FForecas

@Forecast - Current vs Prior EForecast - 0rg Codes Summary

Rows: Columns: Context:
z| PlanProgram | & PlanFund | [ PlanAccount | ;. CurrentyTD || £/ 4210025 Business Office || [ Base Amounts || [ 2011 CurrentF
#  [Program 9 [Fund] ®  [Account] ¥ [TimePesod] # " [Forecast_Organization] 5 [BalanceType] % [Forecast_Vt
[ | [I Aug Sep Oct Nov Dec Jan Feb Mar
7115-5torage Lease/Rentzl £0.00 §10,042.81 $933.88 40,00 482,53 §0.00 £0.00 §11,411.62
2 71-Rentals and Leases $0.00 $10,042.81 $038.88 $0.00 $482.53 $0.00 $0.00  $11,4116%rey shaded
7205 Telephone - Basic $261.80 £0.00 £0.00 .00  ($102.00) $0.00 $0.00 $0.00 = [temized
7215-Other Communication §34,070.17 §34,070.17  §39,915.01  §32,901.19  §33,350.98  $32,901.19  §32,901.17 §35,232.17
7220-Communication - Cellular Telephone $0.00 $185.94 $§124.01 $51.98 £0.00 %$51.98 $0.00 §0.00
7230-Internet Service Providers £0.00 £101,22 £50.61 $53.77 £0.00 £53.77 £396.67 $396.67

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

u S \PLusa) S S~
7| 35232471 $34343320 s3200117  £35,232.17
0 Copy ) $0.00 $0.00
7 gof B Poste 4 £396.67 £396.67
0 £4,0 DataSpread by 42 021.70 $4,042.00
4 san,6] T Holds 9 $35319:64—%40,670.84
8 m Dorill 4 ( Forecast - Line Items ‘D"}
7 $111,733.42 $891,883.16 $22,300.57 $11L755.42

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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P~ | ORI ] Grey = Uneditable White = Editable
Rows: Columns: Context:
¢ Lineltem ¢ Lineltem_m ¢ 501 g 101 @ 421002 7215-Other Communication |, § 2011 Current Forecast
® Nineliem] |~ ¥ etz m] 7| ® tprogrzm]|T FliFend] ™ B Forecast_Organization] T E TAccount] T B lForecza version] |
Ij| Order Number Apr  May Jun | Ju  Aug Sept Oct Mov Dec Jan Feb Mar Full Year
| 000 0.00 0.00 000 0.00 0.00 0.00 0.00 0.00 0.00 32,901.17 23217 69,133.34
1 11-NSO-01080 BONET - Fiber Maintsnance for CARI 0.00 000 0.00 000 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
2 11-NSO-00530 BCNET - ORAN connectivity POD53564 0.00 0.00 000 go0 0.00 000 000 000 000 000 3058630 30,5630 61,032.60
3 11-NS0-00520 BigPipe (SHAWW Redundant link to BCMET) PO056133 0.00 000 000 WOO 0.00 0.00 0.00 000 0.00 0.00 0.00 0.00 0.00
4 11-NSO-00540 Navigata BMC Campus Connectivity thru BCNET ~ PO0S6134 0.00 0.00 000 0.00 000 0.00 000 0.00 0.00 000 238487 238487  4,769.74
5 ntingency 0.00 000 000 000 000 0.00 0.00 000 0.00 0.00 0.00  333L00  3,33L.00
& 000 000 000 000 000 000 000 000 000 0.00 0.00 0.00 0.00
(€ Cubeview - Forecast_Lineltem:Forecast - Line Ite... ﬁ * @ = & mm v Page~ Safety> Tools~
[11
¥ G | ®- &[5
oWs: Columns: Context:
N N . . . »
;| Lineltem |, ; Lineltem_m | ;501 | [ 101 o [ 421002-ITS Business Office v [ 7215-0Other Communication v 1
% [Lineltem] % [Lineltem_m] % [Program] o [Fund] S [Forecast_Organization] : [Account]
Order Mumber Apr May Jun  Jul Aug Sept Oct MNov Dec Jan Feb Full Year

0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 33,001.17 36,332.17 69,333.34
0.00 0.00 0.00 0.00 100.00 100.00 200.00

2 PO053564 0.00 0.00 0.00 0.00 0.00 0.00 0.00 O.00 0.00 0.00 30,516.30 30,516.30 61,032.60
3 PO055133 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
4 us Connectivity thru BCNET P0055134 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 2,384.87 2,384.87 4,769.74
5 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00  3,331.00 3,331.00

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

= 71-Rentals and Leases $0.00  $10,04281 $938.88 $0.00  $482.53 $0.00 $0.00 $11,41162  $12,330.09 $0.00 $1141L62
7205-Telephone - Basic 5261.80 50.00 50.00 50.00 (.»;mw £0.00 £0.00 ($102.00) 50.00 50.00
§34,070.17  §34070.17  §39,815.01 $32,90L15  $33,350.98  $3290T $35,332.17 $343433.20 $3300L17  $36,332.17

7220-Communication - Cellular Telephone 50.00 5185.94 $124.01 $51.98 50.00 $61.98 $0.00 $0.00  ($3,498.88) 50.00 50.00
7230-Internet Service Providers $0.00 s101.22 $50.61 $53.77 50.00 $53.77 $386.57 $396.67 $418.94 $396.67 $396.67

Exercise # 5 - Drilling

Objective:
e Drill into the actuals for a specific account and a specific month
e Drill into a purchase order
e Drill into an itemized account
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Important Information - Forecast Non Staff Accounts

e Save/Commit changes periodically
e Reset Data” and “Reset View” are your friends
e Commit vs. Submit — Commit saves the data changes, Submit notifies the
reviewer and locks the data (no further changes)
e If you accidentally submit please let your reviewer know and they can easily
reject the submission
e 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
Blue text means the user has pressed the enter key or recalculated
Black text has been committed (saved)
Bold text is an aggregate
o Grey Shaded is un-editable
e Always re-calculate after making changes and before closing a window or if you
see a blank view. WHEN IN DOUBT - RECALCULATE
e Allowances are not included in labour model therefore they would be reviewed
in the non salary area
e To save an itemized account you must commit it

o O O
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STAFF ACCOUNTS

Demo # 8- Labour Navigation

Objective:
e Locate labour information
e 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.

[HIForecast - Periodic Entry [HlForecast - Additional Plan Account [HlForecast - Labour Summary [FForecast - Modify Employees [EForecast - Add MNew Employees [HlForecast -

@Foremst - Current vs Prior @Foremst - Org Codes Summary

Rows: Columns: Context:
;. PlanProgram || £ PlanFund || & PlanAccount | ;. CurrentfTD | 3| 421005-Program Management Office || [ Base Amounts || 2011 Current
& [Program] 8 [Fund] 8 [Account] F Timeberiod] |7 [Forecast_Organization] lBalanceType] || P [Forecst\
Q_ Approved Budget ) Full Year  ® Jan YTD Feb Mar Current Commitments
§18,488.11 £119,330.00 $100,901.89 $81,168.35 %9,178.39  $§10,555.15 40,00
5110-Permanent - Support Staff (§16.23) $47,332.00 $47,40823  $39,60035  $3,631.57  $49,175.31 $7,511.08
5112-Permanent-Comp. Res. Prog/Analysts 94,412,639 £375,342.00 $280,929.31 $230,700.37 §23,362.30  £25,866.654 £48,492.88
5115-Permanent - Chieffsr. Allowance (%5,885.44) £0.00 $5,885.44 %5,885.44 £0.00 £0.00 £0.00
5116-Permanent - Qualificat. Differential (8423.31) £0.00 %423.31 £423.31 £0.00 £0.00 £0.00
5117-Permanent - Overtime (%5,708.00) £0.00 %6,708.00 %6,708.00 £0.00 £0.00 £0.00
=l 51-Permanent Salaries $99,867.82 $542,124.00 $442,256.18 $364,485.82 $36,172.26 $41,598.10 $56,303.96
5312-Temparary-Comp. Res. Prog/Analysts (559,594.57) £0.00 £50,504.57  $48,247.35 £5,277.78 £5,069.44 £10,295.88
5316-Temparary - Vacation Pay (85,133.49) £0.00 $5,133.49 %5,133.49 £0.00 £0.00 £0.00
= 53-Temporary Salaries ($64,728.06) $0.00 $64,728.06 $53,380.84 §5,277.78  $6,069.44 $10,295.88
5601-Fringe Benefits - Allocated §11,871.76 §113,846.04 $101,974.38 $83,940.42  £5,387.84  $9,646.02 $13,985.97
= 55-Benefits - Allocated $11,871.76 $113,846.04 $101,974.28 $83,940.42 $8,387.84  $9,646.02 %13,985.97
=l Salaries $47,011.52 %655,970.04 $608,958.52 $501,807.08 $49,837.88 $57,313.56 %80,585.81

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

0 ivi- BB G- ® -[Elm PE e i
Editable
EForecast - Periodic Entry [EForecast - Additional Plan Account | E-4Forecast - Labour Summary chamst—Mcdih« Employees [Erorecast - Add New Employees [ElForecast - FY Review [EForecast - Previous Periodic Entry

FlForecast - Current vs Prior | ElForecast - Org Codes Summary Un-editable Existing Employees New Employees
Rows: Columns: Context:
¢| PlanProgramhame || [ PlanFundhame . EmplayeeL\st s PlanMeasures |, 12011 Current Forecast |, 4Zm05-ongram Management Office ,
: Program] 3 Trund] ILsbourSummary_m] Forecas Versian] Forecas Organizaton]
Employee ID Status RetumDate  PCN  Posn Employee Group Job FTE JobTable Job Grade JobStep MextStep IncrMonth JobAcct Bud Salary
. —
7.00 605,760.00 0.00
1 Anne Marie ]nhnstun AD0757331  Active 421005 Management 1.00 ES F 7 8 05 5109 115,127.00 0.0C
2 Diane Miolla AD0105047  Active 130001 Suppart Staff All 1.00 S5 7 & 999 5110 47,392.00 0.0C
3 Douglas Woodley AD0188051 Active 321011 FSA 1.00 Fs SA 9 999 04 5112 77,962.00 0.0C
501-Student Services Administration  101-Burnaby Campus 4 James Wanless A00132329  Active 421068 FSA 100 Fs SA 7 8 10 5112 73,501.00 0.00
5 Judy Shandler AD0196509  Active 421017 FSA 100 Fs SA 7 8 04 5112 73,501.00 0.0C
13 Marlas Sivestrone  AD0518203 Leave 2010-12-31 421050 FSA 0.00 F§ SA 3 7 04 5112 71,440.00 0.0C
7 Murray Smith ADD195839  Active 421039 FSA 1.00 Fs SA 9 998 o7 5112 77,962.00 0.0C
8 Elaine Zitner ADO577139  Active 421%99 FSA 1.00 F5 SA 5 3 5312 68,875.00 0.0C
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Forecast — Modify Employees allows you to view and update information relating to 1
or more employees at once.

Editable
[FForecast - PeriodicEntry | liForecast - Additional Plan Account  [FllForecast - Labour Summary | [Forecast - Modify Employees | [fForecast - Add New Employees  llForecast - FY Review  [Forecast - Previous Periodic Entry
[ElForecast - currentvs Prior  [ElForecast - Org Codes Summary Un-editable Existing Employees New Employees
Rows: Columns: Context:
& PlanProgram || ¢l PlanFund || ¢ Employeelist || § LabourDetail m |, §| EmployeeDetai |, ¢ 421005-Program Management Office |, ¢ 2011 Current Forecast |
8 pregam) B rund | TLsbourtcem] # TisbourDerai ] T Timepencd) g [Forecas: Organea : ]
- Employee ID Employee PN Employee Account = Full Year Comments Notes
Apr May Jun Jul Aug Sep Oct Mov Dec Wan  Feb Mar
| Sdary 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.N) 41,450.04 47,667.54 89,117.58 0.00 0.00 -
5 ALL EMPLOYEES
FTE [ o o 6 0o 0 0o 0 0 0 0 0 O 7 7 14 0 o
Employesinfo [Marie Johnston AD0757331 421005 5108
Salary 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 78.33 10,5515 19,733.54 0.00 0.00
FTE 0 0 0 o o 0 0 0 0 0 0 0 0 O 1 1 2 ] 0
! Job Table ES ES
Grade F F
Step ] 3
Employeelnfo | Mla ADD105047 190001 5110

Forecast — Add New Employees allows you to add new employees once you have taken

ownership and selected the appropriate Fund and Program code.
©.ivi- BB O~ B - B -
[ElForecast - PeriodicEntry | [EHForecast - Additional Plan Account | FEiForecast - Labour Summary | [FForecast - Modify Employees | [iForecast - Add New Employees  [EForecast - FY Review  [HlForecast - Previous Periodic Entry

[EllForecast - Current vs Prior | [ElForecast - Org Codes Summary

[Rows: Columns: Context:
il NewEmployees |, | LabourDetail_m | | EmployeeDetail | ¢ mput |, glmput | /421005-Program Management Office || ¢/ 2011 Current Forecast |
8 Iabouritem] 8 IabouDetail m] 8 [TimePencd] B Progam]| 7| & [Fen) 7] & [Forecast_Organizaton) 8 frorecast_Vesion]
Employee ID  Employse PCN  Employee Account = Full Year Comments Notes
Apr | May Jun | Jul  Aug  Sep Oct Nov Dec Jan Feb  Mar
Salary 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Hours o o o o o o o o o o o o o o o o o o o
FTE o o o o o o o o o o o o o o o o o o o
= NEW EMPLOYEES
Job Table
Grade
Step

Demo #9 - Add an Employee

Objective:
e 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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I Forecast - Periodic Entry {H|Forecast - Additional Plan Account FHlForecast - Labour Summary {HForecast - Maodify Employe

@Foremst - Current vs Prior @Foremst - Org Codes Summary

Rows: Columns:
anProgramiame | _| & PlanFundame Employeelist | ; PlanMeasures | _
[Program] : [Fand] [LabouwrItem] & [LabowrSummany_m]

Employee ID Status Return

Program and Fund

1 Anne Marie Johnston AD0757331 Active
2 Diane Miolla ADD105047  Active
v A 3 Douglas Woodley  ADD188051 Active
501-5Student Services Administration  101-Burnaby Campus 4 James Wanless ADD132329 Active
5 Judy Shandler ADD196509  Active
& Marlas Silvestrone  ADDS518203 Leave 2010-1
7 Murray Smith ADD195839 Active
8 Elaine Zitner ADDST77139  Active

4. Recalculate
5. Insert known information
e Name, ID, PCN, Account OR
e In cases where you don’t have details you can descriptive words for
example “PTS Contracts”
6. Select FTE or Hours.
e Use FTE if it's a permanent position
i. Use 1ifit’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)
e Use Hours for contracts or PTS and enter the $S amount directly into

the Salary Adjustment cell
© v®- BB:O- BE® -E B @-

i Farecast - Periodic Entry [FForecast - Additional Plan Account FFarecast - Labour Summary FHForecast - Modify Employees Frarecast - Add New Employees FForecast - FY Review FForecast - Pre
_——

EiForecast - Current vs Prior EllForecast - 0Org Codes Summary

Rows: Columns: Context:
. Ne_wEmp!oyaes - B L_abourData_iI_m - . EmEoyaeDelai\ - ¢ 501-Student Services Administration |, & 101-Burnaby Campus . [ 421005-Program Managenjantofﬁce - ’1’
# 0 lLabourliem] ? LabowrDersi m] # T [TimePariod] g [Program] - [Fund] g [Forecas_Organization)
r Employee Name Employee PCN ~ Employee Account = Full Year
I - Apr  May Jun Jul Aug Sep Oct Mov Dec Jan Feb  Mar
Employee Information
Salary 0.00 0.00 0.00 0.00 0.00 000 0.00 000 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Hours 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 000 0.00 000 000 000 000 000 000 000 000 0.00 0.00 0.00
(= NEW EMPLOYEES
Job Table
Grade Editable
Step
Salary Adjustment 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Sty ] L1
Salary T .00 T tot— 0.00 0.00 000 0.00 0.00 0.00 0.00
Hours 0.00 0.00 0.00 0.00 000 000 000 0.00 0.00 0.00 0.00
FTE 0.00 0.00 0.00 0.00 000 000 000 0.00 000 000 000 0.00 000 0.0 0.00 0.00 0.00
oot Job Table
Grade
Step
Salary Adjustment 0.00 0.00 0.00 000 000 000 000 000 000 0.00 0.00 0.00 000 0.0 0.00  0.00 0.00
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7. Re-calculate

Employee Information | Elaine Ziner

Salary 0.00 0.00

Hours 0.00 0.00
1001 FTE 0.00 0.00

Job Table

Grade

Step

Salary Adjustment 0.00 0.00

Employee Information | PTS Contract

Salary 0.00 0.00

Hours 0.00 0.00
R FTE 0.00 0.00

Job Table

Grade

Step

Salary Adjustment 0.00 0.00

8. Verify that the employees have been added in the

5112
0.00
0.00
0.00

5308
0.00
0.00
0.00

0.00
0.00
0.00

0.00
0.00
0.00

0.00

0.00
0.00

0.00
0.00

0.00 0.00

0.00

0.00
0.00
0.00

0.00

0.00

0.00
0.00

0.00
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0.00
0.00
0.00

0.00
0.00
0.00

0.00

0.00

0.00
0.00

0.00
0.00

0.00 0.00

0.00 0.00

Summary” and “Forecast — Periodic Entry”

[EForecast - Periodic Entry

[EForecast - Current vs Prior

[EForecast - Additional Plan Account

@Furecast - Labour Summary

[HForecast - Modify Employees

@Foreast - Org Codes Summary

0.00
0.00
0.00

0.00

0.00

0.00
0.00

0.00

0.00
0.00
0.00

0.00
0.00
0.00

0.00

0.00

0.00
0.00

0.00
0.00

0.00 0.00

0.00 0.00

3,082,45
0.00
.00
2
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 .00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 10,000.00

[HlForecast - Add New Employees

“Forecast — Labour

3,59482  6,627.27
0.00 0.00
1.00 .00
ss
05
2
0.00 0.00
0.00 0.00
.00 2.00
0.00 0.00
10,000.00  20,000.00
EiFor

Rows: Columns: Context:
; PlanProgramMame || [ PlanFundName || | Employeelist |, _ PlanMeasures | ; 2011 Current Forecast | -
K [Program] K [Fund] #  [Labourltem] ) [LabourSummany_m] ¥ [Forecast_Version] &
Employee ID Status ReturnDate  PCM  Posn Employee Group Job FTE Job T
I I
8.01
i Anne Marie Johnston AOD757331  Active 421005 Management 1.00 ES
2 Diane Miolla ADD105047  Active 130001 Support Staff All 1.00 55
3 Douglas Woodley ADD138051 Active 321011 FSA 1.00 FS
4 James Wanless AD0132329 Active 421068 FSA 1.00 F5
501-Student Services Administration  101-Burnaby Campus 5 Judy Shandler ADD196509  Active 421017 FSA 1.00 FS
[ Marlas Silvestrone ADD518203 Leave 2010-12-31 421050 FSA 0.00 F5
Added Employees are 7 Murray Smith AD0195839  Active 421039 FSA 1.00 Fs5
numbered startlng at 3 |Flaine Zitner ADOSTF139  Acti 471¥99 ESA 100
1000 \ 1001 Elaine Ziner Active 1.00
1002 PTS Contract Active 0.01
@Forecast - Periodic Entry FHForecast - Additional Plan Account EFarecast - Labour Summary orecast - Modify Employees Forecast - Add New Employees Forecast - F
@Foreast - Current ws Prior @Fcremst - Org Codes Summary
Rows: Columns: Context:
: PlanProgram || @ PlanFund || | PlanAccount | : CurrentYTD | : 421005-Program Management Office || 3 Base Amounts || /2011 Currentf
% [Program] [Fund] [Account] [TimePesiod] £ [Forecast_Organization] 9| [BalancaType] S [Forecast_Vi
Approved Budget Full Year Jan YTD Feb Mar Current Ci its |
$18,488.11 $119,390.00 $100,901.89 $81,168.35  £3,173.32  $10,555.15 $0.00
5110-Permanent - Support Staff (816.23) §47,392.00 $47,408.23  $39,600.35 §3,631.57 $4,176.31 §7,811.08
5112-Permanent-Comp. Res. Prog/Analysts £87,785.42 £375,342.00 $287,556.58 $230,700.37 £26,444.75  £30,411.496 £48,492.88
5115-Permanent - Chief/5r. Alowance (55,885.44) 40,00 %5,865.44 %5,865.44 40,00 0,00 0,00
5116-Permanent - Qualificat. Differential (5423.31) £0.00 $433.31 $433.31 £0.00 £0.00 £0.00
5117-Permanent - Overtime (%5,708.00) £0.00 %6,708.00 %6,708.00 £0.00 £0,00 £0.00
= 51-Permanent Salaries $93,240.55 $542,124.00 $448,863.45 $364,485.82 $39,254.71 $45,142.92 $56,303.96
5309-Temporary - Administrative Staff (£20,000.00) $0.00  $20,000.00 $0.00 §10,000.00  $10,000.00 $0.00
5312-Temporary-Comp. Res. Prog/Analysts (459,594.57) £0.00  $59,594.57  $48,247.35 §5,277.78 £6,069.44 £10,295.88
5316-Temporary - Vacation Pay (%5,133.449) 40,00 %5,133.49 %5,133.49 40,00 0,00 50,00
= 53-Temporary Salaries ($84,728.06) $0.00 $B4,728.06 $53,380.84 §15277.78 $16,069.49 $10,295.88
5601-Fringe Benefits - Allocated §7,480.03 §113,846.04 $106,366.01 %$83,940.42 $10,535.16  $11,890.43 §13,985.97
= 55-Benefits - Allocated %7,480.03 $113,846.04 $106,366.01 $83,940.42 $10,535.16 $11,890.43 %13,985.97
\! = Salaries $15,992.52 $655,970.04 $639,977.52 $501,807.08 $65,067.65 $73,102.79 $80,585.81

Updated Oct 12,2011
BCIT CONFIDENTIAL

33



IBM Cognos TM1 Training

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

3k 3k 3k 3k 3k 3k >k 3k 3k 3k sk >k 3k 3k sk >k 3k 3k 3k sk 3k 3k 3k 3k sk 3k 3k 3k %k 3k 3k 3k %k >k 3k 3k 3k 3k 3k 3k 3k sk >k 3k 3k 3k 3k 3k 3k 3k %k >k >k 3k %k 3k %k 3k 3k %k %k 5k 3k %k %k k >k %k k k

From the “Forecast — Labour Summary”

Right mouse click on the employee you wish to modify
Choose “Drill”

Marlas Silvestrone AODS18203 Leawve 2010-12-31 421050 FSA

7 Murray Smith ADD195833  Active 421039 FSA
Elaine Zitner | a00577138  Active 421%99 FSA
Copy

@ Paste
Data Spread
41 Holds

] y
— Drill K Forecast - Modify Employes

A new window will open with the selected employees information

_fé Cubeview - Forecast_LabourDetail:Forecast - Mo... & =
<l Il
el @~ | i &
ows: Columns: Cuntext
LabuurDEia\I _m EmployeeDEtall ] 501—SmdentSErv|cES Administration |, [ 101-Burnaby Campus || 421005 w 2011 Current Forecast
L] [TamePeriod] um fltem] [Progsam] : [Fund] i

[Forecast_Organization] [Forecast_Version]

Employee ID  Employee PCM ~ Employee Account = Full Year ¢
Apr May Jun  Ju  Aug Sep Oct Mow Dec Jan Feb Mar

| ERpieyee information] Eine Zitner ADOSTTI38  421X98 5312

Salary 0,00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000 0.00 0.00 0.00 0.00 0.00 5277.78 6,069.44 11,347.22
Hours o o o o 0 o o 1] o 0 o o o 0 o o o
FTE o o o o 0 o 1] 1] 0 o 1] o 0 1 1 2
Job Table FS FS

Grade SA SA

Step 5 5

Salary Adjustment 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000 000 000 0.00 0.00 0.00 0.00 0.00 0.00
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6. Update FTE, Job Table, Grade and Step accordingly

& Cubeview - Forecast_LabourDetail:Forecast - Mo... f v B + [ o= v Pagev Safety
T | L3 | CHEE

ows: Columns: Context:

: LabourDetail_m |, : EmployeeDetail |, . 8 » [2901-Student Services Administration || [ 101-Burnaby Campus |
% [LebowDetsil_m] % [TimePeriod] % [LaboawrTtem] 4 [Program] ' [Fund]

oyee PCM Employee Account 1= Full Year ¢
Apr May Jun Jul Aug Sep Oct Mov Dec Jan  Feb -

Employee Information [99 5312

Salary 0.00 0.00 0.00 0.00 0.00 0.00 0.00 U.Oﬂmw 5,758.93 6,622.77 12,381.69
Hours 1] 1] 1] 1] 1] 1] 1] 1] 1] 1] 1] a a a 0
FTE 1] 1] 1] 1] 1] 1] 1] 1] 1] 1] 1] a 1 1 2
Job Table ES ES

Grade \* d d

Step 3 3

_ 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 Q.00 0.00 0.00 0.00 0.00 0.00

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

‘ nth Job Acct Bud Salary = Full Year Salary
I I Apr May Jun Jul Aug Sep Oct Mov Dec Jan Feb Mar

= ALLEMPLOYEES| =& 605,760.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 4193119 48,220.87 90,152.05

1 5109 115,127.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 9,178.39 10,555.15 19,733.54

2 5110 47,392.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 3,631.57 4,176.31 7,807.88

3 5112 77,962.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 5974.10 §,870.21 12,844.31

501-Student Services Administration  101-Burnaby Campus 4 5112 73,501.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0,00 578184 6,649.11 12,430.95
5 5112 73,501.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 5,632.26 §,477.10 12,109.36

3 5112 71,440.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

7 5112 77,962.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 5,974.10 §,870.21 12,844.31

_ 5312 8,875.00 0,00 0,00 0.00 0,00 0.00 um—m-e! 5,758.93  6,622.77 12,381.69

10. Open “Forecast — Periodic Entry” to confirm that the changes have been applied
[FFaorecast - Periodic Entry [FFarecast - Additional Plan Account [FForecast - Labour Summary [HForecast - Modify Employees [FFarecast - Add New Employe

@Foremst - Current vs Prior @Foreast - Org Codes Summary

Rows: Columns: Context:

: PlanProgram | [z PlanFund || [ PlanAccount | : CurrentyTD | : 421005-Program Management Office || [ Base Amount
% [Program] W [Fund] % [Account] % [TimePeriod] N [Forecast_Ovganization] % [BalzncsTyps
I I q Approved Budget Full Year Jan YTD Feb Mar C

_m| $113,390.00 $100,901.89 $81,168.35  $9,178.33  $10,555.15

5110-Permanent - Support Staff ($16.23) £47,302.00 $47,408.23  $39,600.35  £3,631.57  £4,176.31

5112-Permanent-Comp. Res. ProgfAnalysts £594,412.69 £375,342.00 $280,929.31 $230,700.37 £23,362.30  $26,866.64

5115-Permanent - Chief/sr. Allowance (55,885.49) &0.00 %5,885.44 %5,885.44 &0.00 &0.00

5116-Permanent - Qualificat. Differential (5423.31) £0.00 $423.31 $423.31 £0.00 £0.00

5117-Permanent - Overtime (56, 708.00) £0.00 %6,708.00 %6,708.00 40,00 £0.00

= 51-Permanent Salaries $99,867.82 $542,124.00 $442,256.18 $364,485.82 $36,172.26 $41,598.10

5312-Temporary-Comp. Res. Prog/Analysts (860,629.04) £0.00 $60,629.04  $48,247.35 £5,758.93 £5,622.77

5316-Temporary - Vacation Pay (55,133.49) £0.00 %5,133.49 $5,133.49 40,00 £0.00

= 53-Temporary Salaries ($65,762.53) $0.00 $65762.53 $53,380.84 $5758.93 $6,622.77

5601-Fringe Benefits - Allocated §11,716.59 §113,846.04 $102,129.45 $83,940.42  £3,460.01  §9,729.02

= 55-Benefits - Allocated $11,716.59 $113,846.04 $102,129.45 $83,940.42 $B8460.01  $9,729.02

= Salaries $45,821.88 $655,970.04 $610,148.16 $501,807.08 $50,391.20 $57,949.88
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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

[EForecast - Periodic Entry [ Forecast - Additional Plan Account | [JForecast - Labour Summary | (Z]Farecast - Modify Employees | [Forecast - Add New Employees ~ [lFarecast -FY Review | [Forecast - Previous Perioc

[HForecast - Current vs Prior | [ Forecast - Org Codes Summary

Rows: Columns: Context:
¢ PlanProgram | [ PlanFund |, | Employeelist . [ LabourDetail_m . ¢ EmployeeDetail . £ 421005-Program Management Office || [ 2011 Current Forecast .
4 [Program] g rund] 4 [zbouTtem] & [zbowDetsi_m] g [Tmeperiod] £ [Forecast_Organization] g [Forecst Vesson]
[I Employee ID | Employee PCN | Employee Account = Full Year Comments
T T - Apr May Jun Jul Aug Sep Oct Nov Dec Jan  Feb Mar
Employeelnfo | Diane Miolla AD0105047 150001 5110
Salary 0,00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0,00 0.00 0.00 0.00 0.00 0.00 3,631.57 4,176.31 7,807.88 0.00
FTE 0 0 0 0 0 o 0 0 0 0 0 0 0 ] 1 1 2 0
2 Job Table 55 55
Grade \~ 07 07
Step 4 4
EmployeeInfo | Douglas Woodley AD0188051 321011 5112
Salary 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 5,974.10 §,870.21 12,844.31 0.00
FTE ] 0 0 0 0 1] L] L] L] 0 0 0 0 o 1 1 2 L]
i Job Table Fs Fs

Grade \. SA sA
Step E 3

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

Exercise # 6 - Add a new account

Objective:
e Change the status of an Existing employee to part time for the remainder of the
year

e Adda “New Employee” associated with a new PTS course
e 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:
e Open TM1 in production
e Review a non-staff account that has a material variance
e Investigate the variance and decide how to manage/explain it
e Review a staff account that is showing a material variance
e Investigate the variance and decide how to manage/explain it
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Important information - Staff Accounts

e When adding a new employee you must select the appropriate Program and
Fund then recalculate before you can enter information

e 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

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

e 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.
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