Anaplan Reporting & Budgeting

Training Documentation

Anaplan is a newly implemented, cloud based tool that enables financial planning, budgeting, and
analysis. This easy-to-use tool will be used to fulfill budgeting and reporting needs across various units
on campus.

The following topics will be discussed throughout this manual:

e logging into Anaplan

e Reporting

e Budget Workflow, Entry, & Reporting
e Salary Recommendation Process

e Anaplan General Navigation & Tips

Important Items to Note

e No saving required! Anaplan saves all information automatically.

e All data entry cells are recognizable by blue formatting.

e Data can be copied and pasted straight from Excel.

e Dashboards and data modules can easily be exported to Excel, Adobe, and other formats.
e Blue instruction boxes can be found throughout the dashboards to provide guidance.
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Logging into Anaplan

To Access Anaplan

e Go to: https://www.anaplan.com
e C(Click Login in the upper right hand corner of webpage.
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BE DYNAMIC. BE COLLABORATIVE. BE INTELLIGENT.

Accelerate Decision Making with
Connected Planning

Discover how the Anaplan Connected Planning platform turns response time to real time

Leam More

ONNECTED June 10-12 The State of Connected Planning
San Francisco

LANNING

PERIENCE /:naplan We surveyed 1,000+ businesses to investigate how leading
organizations accelerate business value through Connected Planning.
Discover a better way to plan at CPX 2019

Contact Us

e Enter Email Address and Password.

& https://usta.app.anaplan.com/frontdoor/login?senvice =https%3A%2F%2Fsdp.anaplan.com%2Flaunchpad%2Fnonpublic%2FWorkspa ceRedirect.action
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What’s new with the
Anaplan platform?

Learn more about the most recent Anaplan
platform updates, including known issues and
workarounds, in the Platform Releases blog.

Community Survey Blog Video

Connect with Help guide the next How to make your Tata Steel connects
Anaplan users, find wave of Anaplan: sales compensation sales to supply chain
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e After logging into Anaplan, select the Budget Development Model tile from the available
models. The number of available tiles for a particular user will vary depending on the level of
access.

I Long-Term Scenario
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Reporting

Upon logging in, Anaplan opens up to a landing dashboard that contains areas segmented based upon
functional reporting needs.

/<naplan

M Revenue Units - Reporting & Navigation

Quarterly Reporting Packages

Please click the buttons below to view and export quarterly reports

Go to : Actuals Trend Reporting Go to : Actual vs Budget Analysis Go fo : Monthly Actuals Report - Revenue Units
Go to : Variable Proportion Share Go to : Allocation Variable Trends

Actuals Reporting & Navigation

- Actuals Summary FY13 ¥ Total Funds =

414800 - Nursing 414850 - Nursing School of Nursing
Administration
Total Revenues 12,924,357 1,741,605 14,665,962
Total Expenses 2,472,729 4,308,327 6,781,057
Unit Margin 10,451,627 (2,566,722) 7,834,905

Go to : Actuals Report

Quarterly Reporting Packages

Several reporting options are available and can be accessed simply by clicking the blue buttons which
display the name of the report. The reports were designed to give various representations of financial
data. Available reports include:

Go to - Actuals Trend Reporting

e  Graphical representations of current and historical data.

(o to : Actual vs Budget Analysis

e Actual vs. Budget comparison at income statement level year over year.

Go to - Monthly Actuals Report - Revenue Units

e Monthly view of income statement level detail.

Revised as of 04/09/19 3



Go to - Varable Proporiion Share

e Proportional data to illustrate budget allocations as they pertain to a unit.

Go 1o - Allocation Variable Trends

e |llustrates Variable Trends by various metrics used in the budgeting process

Note: All graphs are customizable by changing the dimension selections found on each graph.

Historical Trend Reports

Total Revenue

~ FY18 = 143800 - Nursing Administration ¥ Total Funds -

/ I

Actuals Reporting & Navigation

This reporting segment of the landing dashboard provides a quick, high level financial snapshot of a
particular unit. It offers a Gross Margin view by department.

Actuals Reporting & Navigation

~ Actuals Summary FY18 ~ Total Funds =

14800 - Nursing 14850 - Nursing School of Nursing
Administration
Total Revenues 12,924,357 1,741,605 14,665,962
Total Expenses 2,472,729 4,308,327 6,781,057
Unit Margin 10,451,627 (2,566,722) 7,884,005

Go to : Actuals Report

e The Actuals Report, which can be accessed via the above button, gives a full income statement
view by total unit, customizable by time period and fund type.

Revised as of 04/09/19



Budget Workflow, Entry and Reporting

Go to the Budget Workflow, Entry and Reporting section of the dashboard.

Note: Instructions are located in the shaded boxes next to each action.

1 Master Rese Save As Vie! C) Refresh [= Export k)
Budget Workflow, Entry and Reporting
Budget Workflow

Budget Ouners, please update the following columns:

1) Submission Status (Select from Dropdown) : When you start the process, select “In Progress”. When budget is complete for that college, change fo "Completed”
2) Budget Owner - Enter Comments : Please enter any relevant notes for Approvers

3) When you complete the budget for your Unit(s), please use the "Click Here" link to send an email to approvers.

NOTE : when you set the status to "Complete”, you will no longer have access to edit budget data for that Unit

—

|» Budget Workflow - Budget Owners  Budget Entry - First Pass ~ l
A

udget Owner Budget Owner - Enter Comments ~ Send Emailto  Provost Approver Provost Provost Feedback - Comments  Budget Services Approver Budget Services
Status (Select Approvers Feedback Feedback

from Dropdown) /
School of Nursing jsn0013@aubum.edu InProgress v ClickHere  jackslé@auburm.edu budnoti@auburn.edu

e Select appropriate budget pass.
e Change Submission Status field to In Progress.

Go to the Budget Entry — Revenues and Non Personnel Expenses section below.

Note: Budget data during the first and second pass of budget submission may be entered at
either the high level or detail level at the discretion of the budget owner.

e Select High Level or Detail Level from the drop down box next to the pass at which data will be
entered.

© School of Nursing » Q c3

Entry at High Level or
Detailed?

Budget Entry - First Pass I H!- II!!! v

Budget Entry - Second Pass High Level

Detailed

Revised as of 04/09/19 5



Click the Go To button for the corresponding entry type selected in the drop down box (High Level or
Detailed).

Budget Entry - Revenues and Non Personnel Expenses

Budget Entry Process ~ School of Nursing ™

Step 1: For each pass, please select "High Level" or "Detailed” to the right. If no selection is made, the Entry at High Level or
report below will default to "High Level". Detailed?

*For Final Pass, data has to be entered in "Detailed" modules
Budget Entry - First Pass High Level v

Step 2: Please click the Budget Entry buttons below to make updates. Budget Entry - Second Pass

- For High Level, click "Go To: Budget Entry - High Level"

- For Detailed, click "Go To: Revenue Budget Entry - Detailed” and "Go To: Expense Budget Entry -
Detailed"

- If you need to add a new Fund-Org combination for the Detailed Entry, click "Go te: New Fund-Org
Request" and follow the steps on the dashboard

Step 3: View the budget below. For a detailed view of Revenue Allocations and Central Unit
Allocations, please c\rk "Go to: Budget Revenue Allocations” and "Go to: Central Unit Allocations” ‘

Go To : Budget Entry - High Level Go To : Revenue Budget Entry - Detailed Go To : Expense Budget Entry - Detailed Go to : New Fund-Org Request

Go to : FY Full Budget Go to : Budget Revenue Allocations Go to : Central Unit Allocations Go to : Budget Variance Reporting

High Level Entry (First or Second Pass ONLY)

Selecting the Go To : Budget Entry — High Level button above to open a budget entry dashboard for
revenue and expenses.

e Select the appropriate budget pass from the drop down box located at the top of the
dashboard.

1) Select Organization

2) Select Fund Type: Restricted, Unrestricted, Auxiliary and Service Centers

3) Select Budget Entry Version

4) Enter data and comments in blue highlighted cells in the Revenue Budget Entry and Expense Budget Entry sections
below

© School of Nursing ¥ Budget Entry - First Pass ~ Q W 22

Q|

Total Funds ~

~ FY Budget

Budget Entry - First Pass
Budget Entry - Second Pass

ice Center| Total Funds

REVENUES
Undergraduate Resider - 4,365,404
Undergraduate Non-Re - 4,603,233
‘Graduate/Professional | - 1,355,500

Differential Tuition & Cg -
Distance Leamning Fees - -
Other Fees (Allocated) - 427 626

5100 - Gross Tuition a - 10,751,763
7300 - Student Aid (Allc - (1,290.518)
7320 - Waivers (Allocat - (361.8961
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e Select a Fund Type from the drop down box located at the top of the dashboard.
e Unrestricted
e Restricted
e  Auxiliary
e Service Centers

© School of Nursing ¥ Budget Entry - First Pass ¥ Q, W 32
Total Funds ¥ 4=
Q,
FY20
[=] Total Funds ted Auxiliary Service Center| Total Fund:
Unrestricted
Restricted
Auxiliary - - - 4.365,4
Service Centers u - - 4.603,2:
- - - 1.355,5
] ] , 427 6
- - - 10,751, 71
- - - (1,290,351
- - - 361.838

A FY Budget summary box is located at the top of the budget entry dashboard.

e Automatically updates during budget entry process and reflects the total budget (all funds).
e The FY Budget summary box contains revenue that is historically provided by Budget & Planning

Services.
FY20
Unrestricted  Restricted Auxiliary  Service Center| Total Funds
REVENUES |
Undergraduate Resident Tuition (Allocated) 4,365,404 - - - 4,365,404
Undergraduate Non-Resident Tuition (Allocated) 4,603,233 - - - 4,603,233
Graduate/Professional Tuition (Allocated) 1,355,500 ) - - - 1,355,500
Differential Tuition & Course Fees (Unit Inputs) - - - - -
Distance Learning Fees (Unit Inputs) - - - - -
Other Fees (Allocated) 427 6267 - - - 427 626
5100 - Gross Tuition and Fees Subtotal 10,751,763 | - - - 10,751,763
7300 - Student Aid (Allocated) {1.290,518) - - - (1,290.518)
7320 - Waivers (Allocated) (361.896) - - - (361.896M

Revised as of 04/09/19 7



Entering High Level Budget Data

budget pass.

Go to Revenue Budget Entry section of dashboard.
Enter budget data in the Input S column that are blue under the section for the appropriate

Explanations can be entered in the Comments column as needed.

Note: Any amounts entered will be formatted in blue. Data entry will only be permissable in the pass
of the budget that has been deemed open for input. No saving required.

Revenue Budget Entry

© School of Nursing Unrestricted

51055 - Distance Learning Fee (credit)
51080 - Professional Fees
5100 - Tuition & Fees
510 - Tuition & Fees & Waivers
54000 - GiftPrivats Support Revenuss
54010 - Gifts to AU from AUF
5400 - Gifts & Private Support Revenuss
540 - Gifts &Private Support Revenues
56105 - Miscellaneous Sales Revenues
56106 - Conference/Workshop Revenues
56155 - Testing Diagnostic Fee Revenues
5600 - Sales & Services Revenues
560 - Sales & Services Revenues
57075 - Special Fees Revenues
57100 - Over/Short Income
5700 - Other Revenue
570 - Other Revenue
Accounts

budget pass.

Expense Budget Entry

© School of Nursing Unrestricted

Utilties

Communications

Rentals & Operating Leases
Repairs & Maintenance Services
Repairs & Maintenance Supplies
TravekIndividuals

7000 -
7005 -
7010 -
7015 -
7020 -
7025 -
7030 -
7035 -
7040 -
7045
}70s50-
7055 -
7060 -
7065 -
7070 -
7075 -
7077 -

7075 -

Travel-Groups
Entertainment

Taxable Reimbursements

Gompetitive Awards

Reportable Service Expenses

Temparary Employee Svcs 1
Game Expenses

Memberships & Duss

Advertising Costs

Subcontracts

Services-Intemal Charges Only

Printing Costs

Revised as of 04/09/19

FY14

Actual

Actual §

FY14
Actual
Actual $

3.590
1512
1775

79.963
37.438
4,564

602.751
752,600
1,355,351
1,355,351
6,000
46,194
52,2194
52,194
62,536

94357
156,894

156,894
54,210

52,210
52,210
1,618,648

FY15
Actual

Actual

FY1s FY16 Fya7 FY18
Actual Actual Actual Actual
Actual $ Actual § Actual § Actual $

1,083,709 906,850 1.075.601 13855233

757,280 767,944 810,347 870,720

1,820,989 1,674,794 1,886,448 2,225,953

1,820,989 1,674,794 1,886,448 2,225,953

10,724 10,706 3,471 2,163

10,724 10,706 3,471 2,163

10,724 10,706 3,471 2,163

- 4,050 3.000 4.200

127,360 202,166 216,988 230,491

127,360 208,216 219,988 234,691

127,360 208,216 219,988 234,691

- 26,550 -

- - 1

- 26,550 1

- - 26,550 1

1,959,073 1,891,716 2,136,457 2,462,809

|
s

4,055
2,707
074

83,353
1,700
7636

FY16
Actual
Actual $

1288
4543
1,701

105248
2,140
5037

2998
4,137
11,720
35.676

£3.520
3,610

Fya7
Actual

Actual $

4392
8,306
9453

118,930
26,198
8,357
2175
9264
4,637
13.008

13374
42560

63,036
1,970

Go to Expense Budget Entry section of dashboard.
Enter data in the same manner as the revenue section.
Enter budget data in the Input $ column that are blue under the section for the appropriate

FY13
Actual
Actual §

1,195
8,872
2895

117,908
12,438
10,007

851.7
29374
8,921

19,193
5,023

82,185
3,509

Actual
Actual §

FY19
Actual
Actual §

Explanations can be entered in the Comments column as needed.

FY1g
Adopted Budget
Budget§

Adopted Budget

Budget $

3,167,420

58,980

4,086,611

Budget Entry - First Pass

Input $

3.500
9,000
2,000

120,000
18,000
10,000

500

FY20
Budget Entry - First Pass
Comments

Input § Input §

1,400
1,400
300 Establishing new nu

FY20
Budget Entry - Second Pass
Input$

Comments Comments

15,000 Last year was a one

10,000

20,000
30,000

80,000
5,000

QvY

Budget Entry - Second Pass

Comments

"2
ol



Detail Level Budget Entry

Go to the Budget Entry — Revenues and Non Personnel Expenses section of the Reporting & Navigation
dashboard.

e Select Detail Level from the drop down box next to the pass at which data will be entered.

© School of Nursing * Q Y &2

Entry at High Level or
Detailed?

Budget Entry - First Pass ' I"- II!!! -

Budget Entry - Second Pass High Level

Detailed +————

Click the Go To button for Revenue Budget Entry — Detailed or Expense Budget Entry —Detailed.

Budget Entry - Revenues and Non Personnel Expenses

Budget Entry Process ~ School of Nursing ¥
Step 1: For each pass, please select "High Level" or "Detailed" to the right. If no selection is made, the Entry at High Level or
report below will default to "High Level". Detailed?

*For Final Pass, data has to be entered in "Detailed"” modules

Budget Entry - First Pass High Level £

Step 2: Please click the Budget Entry buttons below to make updates. Budget Entry - Second Pass

- For High Level, click "Go To: Budget Entry - High Level"

- For Detailed, click "Go To: Revenue Budget Entry - Detailed” and "Go To: Expense Budget Entry -
Detailed"

- If you need to add a new Fund-Org combination for the Detailed Entry, click "Go to: New Fund-Org
Request" and follow the steps on the dashboard

Step 3: View the budget below. For a detailed view of Revenue Allocations and Central Unit
Allocations, please click "Go to: Budget Revenue Allocations” and "Go to: Central Unit Allocations” l

Go To : Budget Entry - High Level Go To : Revenue Budget Entry - Detailed Go To : Expense Budget Entry - Detailed Go to : New Fund-Org Request
Go to : FY Full Budget Go to : Budget Revenue Allocations Go to : Central Unit Allocations Go to : Budget Variance Reporting

Revised as of 04/09/19



Select the appropriate budget pass at the top of the dashboard.

FY Budget School of Nursing ¥ Budget Entry - Final Pass ~

REVENUES

Undergraduate Resident Tuition (Allocated)
Undergraduate Non-Resident Tuition (Allocated)
Graduate/Professional Tuition (Allocated)
Differential Tuition & Course Fees (Unit Inputs)
Distance Leamning Fees (Unit Inputs)

Other Fees (Allocated)

5100 - Gross Tuition and Fees Subtotal

7300 - Student Aid (Allocated)

7320 - Waivers (Allocated)

5000 - State Appropriations Revenue Division 1
5010-30 - State Appropriations Revenue - Divisions
5300 - Contract/Grants Revenues

Unrestricted

4141537
4,495,765
1,362,812

332.6M
10,332,724

Restricted

FY20
Auxiliary

Service Center

Total Funds

4,141,537
4,495,765
1,362,812

332,61
10,332,724

(1.286,548)
(363,012)
3,374,885

(1,266.548)
(363.012)
3,374,885

Go to the Revenue or Expense Budget Entry section located below the summary box.

Select a Fund-Org combination in the left pane.

Must select the fund org combination, NOT the department.

e (Can be searched or entered using the magnifying glass icon on the Budget Entry Fund-
Org Filter or by clicking into the Fund-Org combination selector at top of module

(formatted in blue).

Enter revenue or expense in the CY Budget Input $ column for each fund/org combination in the

appropriate pass of the budget.

Explanations can be entered in the Comments column as needed.

Note: Any amounts entered will be formatted in blue. Data entry will only be permissable in the pass
of the budget that has been deemed open for input. No saving required.

Revised as of 04/09/19
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Revenue Budget Entry

© BudgetEntry Fund-Org Filter Q¥ 5~ 101001-148000
FY14 FY15

101200148001 Actual Actual
148001 - Nursing Constituency Actual$ Actual'$

101001143000

H

260001-148000 50005 - State Approp-ALA Cancer Resch C
260002-148000 50015 - Teacher In-Service Cnt State Rev
148000 - Nursing Administration 5000 - AU State Appropriations Revenue
101001-148003 | 50100 - AUM State Appropriations Rev
101002-148003 5010 - AUM State Appropriations
148003 - School of Nursing Clinical Fees | 50200 - AAES State Appropriations Rev
101001-182303 5020 - AAES State Appropriations
182303 - Nursing Scholarships. | 50300 - ACES State Appropriations Rev
14800 - Nursing Administration 5030 - ACES State Appropriations
101001-148500 | 50400 - Other State Appropriations Rev
148500 - Nursing 5040 - Other State Appropriations
101002-148502 500 - State Appropriations Revenue

148502 - Nursing Technology Tuition Fee ‘ 51015 - Special Services Fees
101001-148506 |} 51055- Distance Leaming Fee (credit)
148506 - Nursing Salary Reserve | | 51060 - Professional Fees
101002-148516 ‘ 51070 - Honors College Fee
148516 - SchoolofNursing Distance Educa ‘ 5100 - Tuition & Fees
14850 - Nursing 510 - Tuition & Fees & Waivers
School of Nursing | 52000 - Capital Appropriations

New Fund-Org Requests

If a Fund/Org combination is missing in Anaplan, please use the following instructions to request it be

created.

FY16 FY17 FY18
Actual Actual Actual Actual
Actual $ Actual $ Actual $ Actual $

FY19 FY20

Adopted Budget Budget Entry - Final Pass

PYBudgets  CYBudget Comments
Input §

Click on the Go To : New Fund-Org Request button in the Budget Entry — Revenues and Non Personnel
Expenses section under the Budget Workflow, Entry and Reporting area of the dashboard.

Budget Entry - Revenues and Non Personnel Expenses

Budget Entry Process

Step 1: For each pass, please select "High Level" or "Detailed” to the right. If no selection is made, the
report below will default to "High Level”.
*For Final Pass, data has to be entered in "Detailed” modules

Step 2: Please click the Budget Entry buttons below to make updates.

- For High Level, click "Go To: Budget Entry - High Level"

- For Detailed, click "Go To: Revenue Budget Entry - Detailed” and "Go To: Expense Budget Entry -
Detailed”

- If you need to add a new Fund-Org combinafion for the Detailed Enfry, click "Go to: New Fund-Org
Request” and follow the steps on the dashboard

Step 3: View the budget below. For a detailed view of Revenue Allocations and Central Unit
Allocations, please click "Go to: Budget Revenue Allocations” and "Go to: Central Unit Allecations™

= College of Agriculture (Division 1) =

Budget Entry - First Pass
Budget Entry - Second Pass

Entry at High Level or
Detailed?

High Level -

/

Go To : Budget Entry - High Level Go To : Revenue Budget Entry - Detailed Go To : Expense Budget Eniry - Detailed Go to - New Fund-Org Request

Go to : FY Full Budget Go to : Budget Revenue Allocations

Go to : Ceniral Unit Allocations

Go to : Budget Variance Reporting

Note: Instructions are located in the shaded boxes next to each action button.

Revised as of 04/09/19
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Add Fund-Org Request Form /

Step 1 © 143001 - Nursing Constituency ~ Qv

Use the dropdown to select an Org Org Status

11 Org Status is A (Active) then proceed to Step 2 k )

1§ Org is | (Inactive), select another Org 4
Step 2 148001 - Nursing Constituency ~

After confirming that the Org s Active, Select the Org from the Dropdown >

Glick " Create New Budget Fund-Org Request Creats New Budget Fund-Org Request

Step 3 ~ New Budget Fund-Org Request Form

‘You will see a new row added with the Org populated. Enter Fund Fund L4?7
Type the Fund Code in the "Enter Fund Code" column. If the code you entered
is valid, it will show up in either the "Fund L4?" or "Fund L52" column

To delete a Fund-org request you created : Select the row, Click on the menu
options of the module > Edit > Delete > OK

Sz Send Email  Click Here
Repeat the process for any addition Fund-Org combinations you need

Once complete, in the Send Email section, use the " Click Here" bution to

generale an email o inform the Budget Services team that you have a new

request for approval

Use the table below to check if the Fund-Org you are looking for already exists

[101200-148001
[ 148001 - Nursing Constituency
I ~anann1_1arnnn

e Using the drop down on the first entry box, select an Org.

e If the Org Status is | (Inactive), please select a different org.
e If the Org Status is A (Active), proceed to the next step.

Fund L5?

org

e Upon confirming the org is active, select the Org from dropdown list next to Step 2.

e Click the Create New Budget Fund-Org Request button.
e A new row will be added with the Org populated.

e Type the fund in the Enter Fund Code column.

e If the code entered is valid, it will show in either the Fund L4? or Fund L5? column.

Org Code

e Arow can also be deleted by selecting the row, go to Menu Options of module => Edit

=> Delete = > OK.

e Repeat process for all additional Fund/Org combinations needed.

Revised as of 04/09/19

Once complete, go to the Send Email section and Click Here to send a pre-populated email to
Budget & Planning Services.

Note: If errors occur when utilizing the link to email Budget & Planning Services, it may be
necessary to adjust the default mail options on your computer. Please reference the instructions
on page 21 for further details.
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Add Fund-Org Request Form

Step 1 ~ 148001 - Nursing Constituency ~

Use the dropdown to select an Org Org Status
If Org Status is A (Active) then proceed fo Step 2 n
If Org is | (Inactive), select another Org

Step 2 148001 - Nursing Constituency ~

After confirming that the Org is Active, Select the Org from the Dropdown >

Click " Create New Budget Fund-Org Requast’ Create New Budget Fund-Org Request

Step 3 = New Budget Fund-Org Request Form

You will see a new row added with the Org populated. Enter Fund Fund L4? Fund L5? org Org Code
Type the Fund Code in the “Enter Fund Code” column. If the code you entered Code

oted g o " or " -

(3ot Foil Sy ey T8 T £327 C TRw La el 101001148001 101001 - AU Unrestricted Base Budgel 148001 - Nursing Conslituency 148001

To delete a Fund-org request you created . Select the row, Click on the menu

options of the module > Edit > Delete = OK

EEDd Send Email  Click Here

Repeat the process for any addition Fund-Org combinations you need
Once complete, in the Send Email section, use the " Click Here" button to
generate an email to inform the Budget Services team that you have a new
request for approval

An informational table is also available at the bottom of the dashboard to check if Fund/Org exists.

e Type fund/org combination in the search box below to activate a search.

Use the table below to check if the Fund-Org you are looking for already exists

- Qv il
r 101200-145001 |O\ |
148001 - Nursing Constituency
|| r101001-145000 |
[ 260001-145000 \
| F260002-145000

|-148tllll] - Nursing Administration
|-‘1480l]2 - Summer Budget School of Nursin
| r101001-145003
| |-1I}1002-148003
|-148tlll3 - School of Nursing Clinical Fees
|-'1480Il4 - Caring Paws Animal Assisted The
| r101001-145099
|-'148099 - Nursing Admin Allecations
| r101001-182303
|-'1323Il3 - Nursing Scholarships
[ 14800 - Nursing Administration
r 101001-145500
[ 148500 - Nursing
| r 101002-145502
|-1485l]2 - Nursing Technology Tuition Fee
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Additional Reporting

Budget Entry - Revenues and Non Personnel Expenses

Budget Entry Process ~ College of Agriculture (Division 1) =

Step 1: For each pass, please select "High Level” or "Detailed” to the right. If no selection is made, the Entry at High Level or
report below will default to "High Level” Detailed?

*For Final Pass, data has to be entered in "Detailed” modules

Step 2: Please click the Budget Entry buttons belew to make updates.

- For High Level, click "Go To: Budget Entry - High Level"

- For Detailed, click "Go To: Revenue Budget Entry - Detailed” and "Go To: Expensze Budget Entry -
Detailed"

- If you need to add a new Fund-Org combination for the Detalled Eniry, click "Go to: New Fund-Org
Request” and follow the steps on the dashboard

Budget Entry - Second Pass Detailed

Step 3: View the budget below For a detailed view of Revenue Allocations and Central Unit
Allocations, please click "Go to: Budget Revenue Allocations” and "Go to: Cenfral Unit Allocations™

Go To : Revenue Budget Entry - Detailed

Go to : Budget Revenue Allocations Go to : Cenfral Unit Allocations
Go to : FY Budget Report - Detailed View

Go To : Budget Entry - High Level Go To : Expense Budget Entry - Detailed

Go to : New Fund-Org Request

Go to : Budget Variance Reporting

Go to - FY Full Budget

Go to : FY Budget Report - Dept. View

Go to : FY Full Budget

e Displays the current budget entry at income statement level detail by fund type and
budget version.

e Contains helpful red conditional formatting on Margin After Mission Enhancement
Fund line item to identify out of balance budgets.

Go to : Budget Revenue Allocations

e QOutlines metrics used in determining allocations for budget revenue by budget by
budget version.

Go to : Central Unit Allocations

e Lists variables and drivers used in calculating central unit allocations by budget
version.

Go to : Budget Variance Reporting

e Variance reporting designed to illustrate variances between each pass of the budget
process.
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Go to : FY Budget Report - Dept. View

o Displays the budget at income statement level detail by budget version, five digit
department, and time dimensions.

Go to : FY Budget Report - Detailed View

e Displays the current budget at income statement level detail by budget version,
fund/org combinations, and time dimensions.

Note: All graphs are customizable by changing the dimension selections found on each report.

Positional Budgeting

On the Budget Workflow, Entry and Reporting section of the dashboard under Personnel Budgeting,
select Go to: Positional Budgeting.

Note: Instructions are located in the shaded boxes next to each action button.

= Budget Development Model {:naplan

% % Revenue Units - Reporting & Navigation

i Master Reset SovehslliVer | () Rein [ Bpot | &

Stats (Select Approrrs Feedback Feeoback
from Dropdown]

Sehoolofursing [ Ciskrer suaifganme

Bucge:Enfy - Revenes and Non Persornel Exenses

Budget Eny Procass » Schocl of Nursing ¥

Step 1: For each oass, please s2kect "Hich Level" or "Detaiied 1o the ight I no sefeciion is mace, the. Entry at High Lavz o
report below wil defeur o i r Detaileg?

e
*For Final Pass, data 135 to b2 entered in “Cetailed” modukes
Bucget Entry - First Pass. Detailed v

BucgetEnty - Setond Pass

Slep 2 Please iick e Budge: Ertry tuttons below to make updetas

~ForHigh Level,zick "Go To: Buget Enty - High Level

- For Dealed, cick"Go Te: Revenue Eudge: Entry - Detaled' &nd "Go To: Expznse Bucget Entry -
Dafale"

~Hyaur 3 comtintn o clik"Goty New Fand-0rg
Raquest” end folo the steas on the dashocard

Slp’ View e bugel el For e el v
‘locaions, ease cick"Go o Eudge evenuz Alcaire” and 6o o: Centl Uit Alatons”

6o To- Budget Entry - High Lavel Go To: Revenue Budget Entry - Detailed Go'To - Expense Budget Entry - Detailed Goo- New Fund-Org Requast
Goto: FY Ful Eudget Goto: Budget Ravenue Allocalions. Goto - Central Unit Allocations Goto: Budgel Varince Reporiing

Personmel Budgetirg

‘Tomace budget changes to Pestions, pleass click Go to: Peetional Eudgeing _ /

Gaio: Postiona Bucgeing

sadetakt
Iard, cacualed Fom yourentes o he Postiorel Bucgetngdechboard
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Select the Budget Entry-Pass located below the school name.

Note: The position file will be loaded at the beginning of budget development. Budget &
Planning Services will update the file for new positions periodically during the budget process.
Any updates will not overwrite any changes that have been entered by an end user. If there is a

new position not shown in the list, budget the position on a vacant position until the position is
updated in Anaplan.

* Any changes to positions will be saved automatically.

Budget Development Model /J.naplan a
= & M Revenue Units - Reporting & Navigation » A Position Budgeting *

%1 Master £ Reset 1 Save AsMy View Save As Master () Refresh (%) Copy [ Export
Positional Budget Entry,

Positions by Bud Org
Salary Enhancement Totals Mass Apply %

~ School of Nursing ¥ Budget Entry - First Pass ¥ ~ School of Nursing Budget Entry - First Pass

118,423 Budget % Increase 2%
109,765

8658

There are several ways to change the budget on a position.

e Use the Budget % Increase section (green arrow) to apply a standard increase to all single
incumbent filled positions.

e The percentage will not be systematically applied to multi-filled, vacant positions, or to
positions that you share funding with another area that are not housed under your
unit’s Bud Org.

e The mass applied increase will show in the Mass Apply Budget % Increase column
(purple arrow). You will not be able to enter a Manual Budget Increase for positions
that have the Mass % applied.

o If the mass percentage should not be applied to a particular position, check the Mass Applied %
Override box for that position (blue arrow). This will remove the mass applied percentage and
you will be able to enter an amount in the Manual Budget Increase column. (orange arrow).

e Any anticipated job family, faculty promotion or position adjustment increases should be
entered in the Other Adjustment column highlighted in blue. (red arrow)
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s & M Revenue Units- Reporting & Navigation * = | # Position Budgering *

8i Master ) Resel | SaveAsMyView | [ Save AsMaster

= School of Nursing ~ - Budget Entry - First Pass ~

Salary Enhancement Cap 150,000
Salary Enhancement Awarded 114,883
Difference 38,17

+ School of Nursing = Budget Entry - First Pass ~

Budget % Increase

The table below shows all positions that roll up o the College isted to the lefi of these directions. To update Proposed

Posttional Budgets, please follow the steps below.

Step 1: To apply a standard % Increase across all positions, enter the % in the "Budget % Increase” line above.
Step 2: For any positions exempt from the standard % increase, click the “Mass Applied % Override” column below.
Step 3.To apply a unique change for a position, enter the § value in the *Change Amount" column

~ Budget Entry - First Pass » FY20 v

Note: The Mass Applied % Increase and Manual Budget Increase columns will feed the Salary

Name Bud Org

148000 - Nursing Admiistration

148000 - Nursing Admiristration
Multfiled 148000 - Nursing Admirisirafion
Multfiled 148000 - Nursing Admirisirafion
Multfiled 146000 - Nursing Admiistration
Multifiled 148000 - Nursing Admirisirafion
Harrs, Laurie C. 148000 - Nursing Admirisirafion
Ward, Tara 10 148000 - Nursing Admiistration
Hennessey, Pamela P 148000 - Nursing Admiristrafion
Walkins, Linda M 148000 - Nursing Admirisirafion
Dabbs, Karen F 148000 - Nursing Admirisirafion
Long, Brandi M. 148000 - Nursing Admiristrafion
Harrelson, Nancy N 148000 - Nursing Admirisirafion
Hunk Caralise V1 148000 - Nursing Admirisirafion
Jones, Cassandra D. 148000 - Nursing Admiistration
White, Kathleen K. 148000 - Nursing Admirisirafion
Newschwander, Gregg E 148000 - Nursing Admirisirafion
Richardson, Alison E 148001 - Nursing Constituency
Grider, Shelley W, 148001 - Nursing Gonstituency
Camoll, Hopevell P 148500 - Nursing

() Refresh [ Copy [ Export

bl

o /

Base Budget Change% Mass Applied Mass Apply

38200
60,000
76.280
75,330
24,530
45920
33770
134,880
36,500
42,000
239,940
48,290
92960
57,610

0.0%
0.0%
0.0%
0.0%
0.0%
0.0%
3.8%
38%
38%
3.8%
38%
38%
38%
0.2%
0.8%
595%
3.8%
38%
38%
38%

% Override

OOOOrRMEOOCOOO0O00C0O0COOd

Budget %
Increase

1452
2,280
289
2,383
1,696
1745
1283

8118
1835
3532
2139

Manual
Budget
Increase

300
300
25,000

Other
Adjustments

1,500
(10,000

1,500)

Proposed  Labor Dist.
Budget

41152
szfonE
ool

68.193
4632

475 0
325
B516000%

249058
PR

Comments

7 Edi

Enhancement Awarded summary box at the top of the dashboard. If the total is greater than the

Salary Enhancement Cap, the difference will be highlighted in red. You will need to adjust the

merit so that it is equal to or less than the cap. Cap amounts will be entered by Budget &
Planning Services.

College Totals

If a position is shown on the list, but the Bud Org does not belong to your unit,
DO NOT adjust the budget on the position. The mass apply % will not calculate

on this position for your unit and will not be included in the salary enhancement
totals. It is there to let you know a portion of the salary will be charged to your

unit.

You can adjust your unit’s portion of the position distribution. You will need to
work with the unit owner of the position to ensure the position distribution is

correct.

Below the Budget Position Entry screen will be a College Totals section. This shows a running total of the
adjustments made to positions.

Note: These totals will not include any positions that are not in a Bud Org owned by your unit

even though they will show in the Budget Position Entry Screen.

Revised as of 04/09/19
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College Totals

« Sehool of Nursing ¥ Budget Enfry - FirstPass » FY20

Base Budget - Mass Apply ~ Manual (ther  Proposed
Budget  Budget  Adjustments  Budget
Increase  Increase

5031551 140483 5600 (000 51675

Export to Excel

Note: The data table may be exported into Excel for personal use, but may not be imported back
into Anaplan. Formulas will not be downloaded to the Excel file. Changes, however, can be
copied and pasted from Excel into Anaplan.

e Go to the Position Distribution by FOAP section.
e Click on the Position Dist. — Export to Excel button.

\ Position Distribution by FOAP
e 5 - . The Position Dist - Export to Excel button will enable a
Position Dist. - Export to Excel
osition HiS OItio ExE download of positions and their associated labor

distributions.

To Adjust Position Distribution by FOAP

e C(Click on the position. The current distribution will appear below in the Position Distribution by
FOAP section.

e Key any necessary percentage adjustments in the Labor Distribution % Adjustment column (blue
arrow).

Note: If the labor distribution percentages do not add up to 100%, the total will be highlighted in
red (red arrows). When the percentages are corrected and total 100%, the red highlighted items
will turn to green.
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© Schoolof Nursing ™ Budget Enfry - First Pass = Q%7 £f  The table below shows all positions that roll up to the College listed to the left of these directions. To update Proposed
Positional Budgets, please follow the steps below.

Budget % Increase Step 1: To apply a standard % Increase across all positions, enter the % in the "Budget % Increase” to the left

Step 2: For any positions exempt from the standard % increase, click the "Mass Applied % Override” column below.
Step 3:To apply a unigue change for a position, enter the § value in the "Change Amount” column.

+ Budget Entry - First Pass v FY20~

Name Bud Org Base Budget Change%  Mass Applied Change Proposed Labor Dist.  «
% Override Amount Budget
‘ 139200 - Professen/Dir Graduate Program 148500 - Nursing 133.450 30% |:| - 137.454
139250 - Clinical Associate 148500 - Mursing 365.000 0.0% |:| - 365.000/
0C1485 - OCC Nursing 148500 - Nursing . 00% O | -Under 100%
L2610 - Nursing OL 148500 - Nursing . 0.0% O | -Under 100%
149790 - Admin Support Spec ll-Acad 148500 - Mursing 46,210 3.0% |:| -
139130 - Assistant Clinical Professor 148500 - Nursing 90,880 3.0% |:| -
701600 - Instructor 148500 - Nursing - 0.0% |:| -
169940 - Assistant Clinical Professor 148500 - Nursing 85,000 30% |:| -
139120 - Assistant Clinical Professor 148500 - Nursing 90,330 30% |:| -
138230 - Assistant Clinical Professor 148500 - Nursing 81,130 30% O -
138410 - Assistant Clinical Professor 148500 - Nursing 80,630 30% O -
139093 - Instructor 145300 - Nursing 50,000 3.0% |:| -
139370 - Assistant Clinical Professor 145300 - Nursing 86,160 3.0% |:| -
139380 - Assistant Clinical Professor 148500 - Nursing 87,520 3.0% |:| -
139390 - Assistant Clinical Professor 148500 - Nursing 86,160 3.0% |:| -
139280 - Assistant Clinical Professor 148500 - Nursing 83,020 30% |:| -
139400 - Assistant Clinical Professor 148500 - Nursing 83,650 30% |:| -
138300 - Associate Clinical Professor 148500 - Nursing 99,600 30% O -
138310 - Assistant Clinical Professor 148500 - Nursing 84120 30% O -
139260 - Associate Clinical Professor 145300 - Nursing 97,810 3.0% |:| -
139091 - Aduisori-Aeadem 145300 - Nursing 45970 3.0% [ -
Position Distribution by FOAP
~ Budget Entry - First Pass ¥ FY20
Fund Organization Account Program Percent Labor New Percent Base Budget Updated Proposed
Distribution % Amount Budget Budget
Adjustment Amount Amount
139200 - ProfessorDir Graduate Program 101001 148300 80115 3010 10.0% 0.0% 0.0% 13,345 13,745 -
138200 - Professor/Dir Graduate Program 101001 148500 60115 1020 awok  00%) 0.0% 53,380 54,981 -
139200 - ProfessonDir Graduate Program 101001 148500 60115 4000 50.0% 0.0% 0.0% 66,725 68,727 -
139200 - ProfessoriDir Graduate Program 100.0% B 1 133450 137,454 -

To Add a New FOAP to the Position Distribution

e Go to the Add New FOAP section of the dashboard.

e Select a position from the list on the left.

e Click Add New FOAP button.

e Inthe table below the Add New FOAP button, enter the new FOAP details on the newly created
line. Select applicable fund, organization, account, and program number.

o After entering FOAP details, click Update FOAP List button.

e Click Run in the pop up window and close results page.

e Return to Position Distribution by FOAP section to view the new FOAP and adjust the
distribution percent.
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Add New FOAP

- To create a new FOAP, follow the steps below.

= Step 1: Select the Position on the list to the left.
156310 - ESL Instructor Il S CS ) X5 R .
_ X Step 3: In the table below the "Add New FOAP” button, enter the new FOAP details on the newly created line_ Please select the applicable Fund,
156470 - Admin Support Spec Il-Admin Organization, Account, and Program number.
160160 - Development Officer | Step 4: After entering the FOAP details, click "Update FOAP List.” In the popup window, click "Run”, and then close the results page
142520 - Uniform Custodian Il | Step 5: Return to "Position Distribution by FOAP" section. The new FOAP will now appear, and you can now adjust the distribution %.
142760 - Admstr II, Academic Programs
142780 - Director Gir Teach & Leam
142790 - Asst Prov Spec Project & Int
142830 - Coord, Bus/Admin Sves |
142580 - Associate Director Biggio Cir
142880 - Learn Spaces/Faculty Dev Coord
142900 - Asst Provost, Int'l Programs
142910 - Assistani Director T
142940 - Admin Support Asst |-Admin Position Fund

AATGEA  Mir Drrunet Parlnat Sues

*NOTE - If the FOAP highlights red in the table below, then the Fund entered does not currently exist in the system. Please double-check the Fund entry.

Organization Account Program

Note: If the FOAP is invalid it will highlight in red. Double check to make sure the FOAP was
entered correctly. If this is a new FOAP, go to the New Fund-Org Request button located in the
Budget Workflow, Entry and Reporting section in Anaplan. Please allow 24 hours for the
update to take effect.

* If Bud Org changes are required for a position, please contact Budget & Planning Services to
initiate the change.

Submitting Budget for Approval

Upon completion of budget entry, return to the Reporting and Navigation dashboard to the Budget
Workflow, Entry and Reporting section.

e Change the Submission Status column to Complete.

e Add any comments for the next approver in the Budget Owner — Enter Comments field.

e Use the Click Here link under the Send Email to Approvers to generate an email to notify
completion.

e C(lick Send.
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© Budget Workflow - Budget Owners  Budget Eniry - First Pass ~

Budget Owner Submission Budget Owner - Enter Comments  Send Email to Provost Approver Provost Provost Feedback - Comments ~ Budget Services Approver Budget Services
Status (Select Approvers Feedback Feedback
from Dropdown)
School of Nursing lenI]DIB@aubum edu MF\N Pass Complete Click Here haylejb@auburn edu Approved Look okay to me? budnotf@auburn.edu Approved
In Progress
Budget Entry - Revenues and Non Personnel Expenses Completed

If the email does not open, it may be necessary to adjust the default mail options for your computer.
Right click on the desktop and select Personalize.

£ Default app setiings

£5 Chaose a default web browser

.- Choose a defauit app for each
= ol

Related Settings
High cont

Sync your settings

& Windows Defender settings

Showal results Have 2 question?

Gethelp

= Taskoar
Make Windows better

Give us feedback

Under Email select Outlook 2016 for the list that pops up.
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Salary Recommendation Process

Click the Go to: Salary Increases button located in the Salary Recommendations section of the
dashboard.

A summary of the merit caps and awards is located to the right of the instruction box.

Note: Instructions are located in the shaded boxes next to each action button.

Salary Recommendations

To make Merit Increases, One-Time Increases, - FY20

and other Salary Recommendations, please

click "Go to" Salary Increases” Merit Cap One-Time Merit Awarded One-Time Merit Over  Merit Amount  One-Time One-Time
Supplement Supplement Cap Over Cap Qver Cap  Amount Over

The chart to the right shows current amounts Cap Awarded Cap

awarded vs. the merit caps in place. School of Nursing 150,000 150,000 3500 500

Go to: Salary Increases

Salary Recommendations Workflow & Approvals

The Salary Recommendations Workflow & Approvals section is the starting point for the Salary
Recommendation Process. This section provides visibility to where the budget owner is in the salary
merit process and insight into approval status.

Salary Recommendations Workflow & Approvals

When you starf making updates to your Unit, please change the Submission Status to"In Progress”
Once complete, please update the status fo "Complete” and send an email fo the Approvers using the "Click Here" option below.

- Salary Recommendation Workflow - Budget Owners

Budget Owner Submission Budget Owner - Enter  Send Email to Provost Approver Provost Provost HR Approver HR Feedback HR - Comments
Status (Select Comments Approvers Feedback  Feedback-
from Dropdown) Comments
School of Nursing Click Here

e Inthe Submission Status (Select from Dropdown) column, click on the dropdown and select In
Progress. (The box will be highlighted in yellow one you select In Progress).
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e Once the merit recommendations are complete, return to this section and change the
Submission Status to Complete. (The box will be highlighted in green once complete is selected).

e Upon completion, use the Click Here option under the Send Email to Approvers to submit to the
next level approver.

e An email will open pre-populated with the next approver. Attach any merit justification forms
required by Human Resources to the email before submission.

Salary Increase Recommendation

This section presents the totals of the Merit and One-Time caps. Totals will calculate in both the merit
and one time tables upon entering amounts for each employee. The difference line will be highlighted
in red if the caps are exceeded.

Salary Increase Recommendation

Please Selec the apprapriate Callege fom the fist under ‘Merit Totals” beloi. The tables below track the fotal merit and one-time supplement spend vs. the approved cap
Merit Totals One-Time Totals

« Sthool of Nursing ™ FY20 + Schoolof Nursing ¥ FY20

Meit Cap 150,000 One-Time Supplement Cap 150000
Merit Awarded 50,000 One-Time Supplement Awarded 50000
Werit Difference 100,000 One-Time Supplement Difierence 100,000

Adding Merit and One-Time Amounts to Individual Employees

e  Only individuals eligible for a merit or one-time supplement will be shown.

e Columns highlighted in orange will be populated with the employee name and ID number.

e Enter data and comments in blue highlighted cells.

e Approved job family promotions, faculty promotions, faculty market equity and post 5/31
adjustments will be loaded by Budget & Planning Services. If additional Faculty Market/Equity
Adjuments or Post 5/31 Adjustments are needed, there are columns highlighted in blue for any
additional adjustments. Contact Budget & Planning Services if a change is needed to a job
family or faculty promotion.

e Enter the merit amount for both merit and one-time instead of the percentage. Total salary
must round to the nearest $10. If it does not round to the nearest $10, the cell will be
highlighted in pink.

e Merit Increase % and One-Time % columns will highlight in pink if percentage is 0% or greater
than 6%. These employees will require a merit justification form be submitted with the Salary
Recommendation worksheet.
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~

e Merits and one time amounts can be entered individually or you can use Excel to upload the
information.

e The section below the merit entry screen will keep a running total of the proposed total merit
and one time and salary amounts for the unit as a whole (red arrow).

Note: Merits for Development employees assigned to a unit will be entered by the office of The
Vice President for Development. The Development employees will show under the units they are
assigned, but will not be enterable by the unit. The merits entered by Development will adjust
the unit’s cap.

Export to Excel $Salary Rec - Import from Excel

« 2
D First Name Last Name Supervisor Base Merit  MeritIncrease  Faculty Post531  JobFamily  Faculty Faculty Postéi  Proposed  OneTime One-Time Comments
Salary Increase  Amount  MarketEquity Adjustment Promofion  Promofion MarketEquity Promotion  Salary w! Amount %
13 Adjustment Adj. Total Totdl  MeritIncrease

Hunt, Garalise 1 060 000% - - - - - - - 37,080 - 0%
Newschwander, Gregg £ 60,000 0.00% - - - - - - - 60,000 - 0%
Watkins, Linda M 80 000% - - - - - - - 72820 - %
Newschwander, Gregg £ T 78% 2000 - 1000 1,000 2000 3000 (5,000) 75920 - 0%
Watkins, Linda M £00 0% - 2000 - 1,000 2000 3000 5000 56,020 - 0%
Newschwander, Gregg £ 413400 0.00% - - - - - - - 41840 - 0%
Watking, Linda M. 0 0.00% - - - - - - - 307170 - 0%
Newschwander, Gregg E 1300000 0.00% - - - - - - - 130,000 - 000%
Hunt, Garalise 1. 38500 0.00% - . - - . - . 38.500 - 0%
Hardgrave, Bily C. 26360 0.00% - - 26,30 - 0%
Grider, Shelley W 7000 24%% 1,000 - - - - - - 43,000 - 000%
Jones, Tara G 09820 0.00% - - - - - - - 9,820 - 0%
Hunt, Caralise 1. 55000 0.00% - - - - - - - 55,000 - 0%
Newschwander, Gregg E. 1257400 0.00% - - - - - - - 125740 - 0%
Watkins, Linda M. 44540 000% - - - - - - - 4454 - 0%
Hunt, Caralise 1. 0250 0.00% - - - - - - - 32620 - 0%
Hunt, Caralise 1. 85000 0.00% - - - - - - - 85,000 - 0%
Hunt, Garalise 1 2660 0.00% - - - - - - - 52680 - 0%
Hunt Caralise W 75400 0.00% - - - - - - - 75480 - 0% v

1

Totals by College

() Fr20 School of Nursing »

Base ~  Meritinerease  Job Family  Faculty Faculty Post5  Proposed
Salary Amount  Promofion  Promofion MarketEquity Adjustment  Salary wl

Adjustment Merit Increase
3616340 3000 2,000 4000 8.000 1000 3633340

Exporting and Importing using Excel

e Select the Export to Excel button located above the employee listing (blue arrow above) and
click on Run to complete the download.

e The formulas and formating will not be downloaded in Excel. DO NOT insert or delete any
columns.

e Re-enter formulas to calculate percentages and totals.
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e Enter merit and one time amounts.

e Save as a CSVfile.

e Select Salary Rec-Import from Excel button to re-import the data. Select Choose File in the pop
up box and locate the CSV file and select Run to re-import data.

e Check merits for any cells that are highlight in red and adjust merit to round to the nearest $10.

Note: Data can be copied and pasted directly from Excel into Anaplan instead of using the re-
import feature.

Adjusting the Labor Distribution Percent

e C(Click on the employee and the current distribution will appear below in the Merit Increase:
Labor Distribution Percent and the One-Time Increase: Labor Distribution sections.

e Key any necessary percentage adjustments in the Labor Distribution % Adjustment column.

e If a new FOAP is needed, scroll down to the Add New FOAPS section. This section works the
same as the position budgeting section.

Note: If the percentages do not add up to 100%, the total will be highlighted in red. When the
percentages are corrected and total 100%, the total will no longer be highlighed in red.

=E {3 @ Budget Services - Reporting & Navigation 4. Salary Increase Recommendation
- Base - MeritIncrease  Job Family Faculty Faculty Post 531 Proposed
Salary Amount Promotion Promotion  MarketiEquity  Adjustment Salary wi
Adjustment Merit Increase
Merit Increase: Labor Distribution Percent
To view the FOAP distribution for an employee, please click the employee’s |D number from the fable above.
To change the distribution of merit increases by FOAP, please set the desired percentage in the "New Merit Percent” column
~ FY20
Bud Org Fund Organization Account Program Labor Dist.  New Labor Dist. Base Salary  Proposed  Merit Variance
Percent Percent (Merit) as Salary
140990 - Assistant Clinical Professor 150605 - Clinical Pharmacy Practice [101002 150800 80115 1020 100.00% 100.00% 103,020 103,020
100.00% 100.00% 103,020 103,020
One-Time Increase: Labor Distribution Percent
To view the FOAP distribution for an employee, please click the employee’s ID number from the fable above.
To change the distribution of one-time increases by FOAP, please set the desired percentage in the "New Percent” column.
*NOTE - Please do not allecate any one-time increase to & FOAP with a Fund highlighted in red.
- The following fund types are NOT allowed - 1E, 1G, IF, 1H, 2A, 2B 2C, 2D
~ FY20
Bud Org Fund Organization Account Program Labor Dist. New Labor Dist. One-Time
Percent Percent (One- Increase
Time)
140990 - Assistant Clinical Professor 150605 - Clinical Pharmacy Practice [101002 150800 80115 1020 100.00% 100.00%
100.00% 100.00%
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Labor Distribution Percent Master List

This section of the dashboard is a list of employees and their labor distributions. Changes made in the
fields above will be reflected on this screen. Changes can also be made directly in this section and will
populate the merit and one-time sections above. This data can also be exported by selecting the Labor
Dist Master List - Export to Excel, however the data cannot be re-imported into Anaplan.

Note: The Labor Distribution Percent Master List includes all of a unit’s employees, regardless of
whether the employee is eligible for a merit or one time. This enables an end user to make
adjustments to labor distributions for any employee, despite eligiblity status.

Labor Distribution Percent Master List

\ Labor Dist Master List- Export to Excel

- B2
Bud Org Fund Organizaion  Account Program Labor Dist. - MewLabor Dist. Base Salary  Proposed  MeritVariance - New Labor Dist.  Original Curent Variance ~ »
Percent Percent (Merit) as Salary - Percent (One-
of 104 Time)
148500 - Nursing 101002 148003 60115 1020 80.00% 80.00% 2412 724712 - 0.00% 72472 - (12472)
148500 - Nursing 101002 148003 60115 2090 10.00% 10.00% 9059 9,059 - 0.00% 9,059 - (9,059)
143500 - Nursing 101002 148003 60115 10 10.00% 10.00% 9059 9,059 - 0.00% 9,059 - (9,058)
100.00% 100.00% 90,590 90,590 - 0.00% 90,590 - (90,590
143000 - Nursing Administraion 101001 148000 60200 400 100.00% 100.00% 60,000 60,000 - 0.00% 60,000 - (60.000)
100.00% 100.00% 60,000 60,000 - 0.00% 60,000 - (60,000}
148500 - Nursing 101001 145500 60200 6000 100.00% 100.00% 48750 48,750 - 0.00% 46,750 - (46,750
100.00% 100.00% 46,750 46,750 - 0.00% 46,750 - (46,750}
148000 - Nursing Administrafion 101001 145000 60200 6000 100.00% 100.00% 72820 122,820 50,000 0.00% 122820 - (122,820)
100.00% 100.00% 72,820 122,620 50,000 0.00% 122,620 - (122,820)
148000 - Nursing Administrafion 101001 145000 60200 4000 100.00% 100.00% 71920 71,920 - 0.00% 71,920 - (71,920)
100.00% 100.00% "0 71,920 - 0.00% 74,920 - (71,920}
143000 - Nursing Administrafion 101001 148000 61005 4000 100.00% 100.00% 43020 43020 - 0.00% 43020 - (43.020)
100.00% 100.00% 43,00 43,00 - 0.00% 43,020 - (43.020)
143000 - Nursing Adminisrafion 101001 148000 61005 4000 100.00% 100.00% 41340 41340 - 0.00% 41340 - (41.840)
100.00% 100.00% #3840 4,840 - 0.00% 4,840 - (41,840
143000 - Nursing Adminisrafion 101001 148000 61005 6000 100.00% 100.00% 0710 30,770 - 0.00% 30,770 - (30.770)
100.00% 100.00% 0170 30,770 - 0.00% 0,170 - (30.770)
143000 - Nursing Administrafion 101001 148000 60005 4000 50.00% 50.00% 65,000 65,000 - 0.00% 65,000 - (65.000)
143000 - Nursing Administrafion 101001 148000 60005 1020 50.00% 50.00% 65,000 65,000 B 0.00% 65,000 - (65.000) ¥

Add New FOAPs

Note: There are specific directions in the blue shaded box on the dashboard.

To Add a New FOAP to the Position Distribution:

e C(Click Add Employee FOAP.

e Enter Employee Name: Last Name, First name; Status will change to In-Progress.
e Enter FOAP information - Status will change to Complete.

e Click Update Employee FOAPs.

e Click Run on the pop-up box.
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Add New FOAPs

To create a new FOAP for either the Merit or One-Time Distribution above, please follow the steps below.

Step 1: Click "Add Employee FOAP"
Step 2: Inthe table below, fill out the Employee Name (Format: Last Name, First Name), Fund, Grganization, Account, and Program in the newly crested line
Step 3: Click "Update Employee FOAPs". The new FOAP combination you created in Step 2 will now appear in the distributions above.

*NOTE - If a new line does not populate in the table after clicking "Add Employee FOAP", please refresh the dashboard

Add Employee FOAP M
Status Employee Name Fund Organization Account Program Activity Code
Update Employee FOAPS Hew
Hew s

e The Process Completed screen below will open.
a. lIgnore the first line with the yellow triangle.

b. The green check mark means the FOAP was loaded. Close the box to complete update.

e The Position Distribution by FOAP should update in the labor distribution sections above.

Process Completed
Process complete but with failures. Click below for details
Result Summary | Details
> Expand allitems
> 1 Salary Rec by FOAP from Budget Development Model / Merit 11

v « Clear New Emp FOAPs

1items were deleted from the list Salary Rec - New FOAPs using Merit Increase - New FOAP Management Delete?

New Employee Requests

Note: There are specific directions in the shaded box on the dashboard.

To Add a New Employee

e C(Click on the New Employee Request to initiate program.

e Enter Position number by directly typing the position or by double clicking the dropdown arrow

to bring up a list of positions.

e Enter Employee ID number.

e Enter Employee Name.

e Enter Supervisor Name.

e Enter Base Pay.

e The request will route to Budget & Planning Services and once approved, the employee will be
updated in the Merit Recommendation Section and will be removed for the New Employee
Request List.

e Ifthereis anissue adding the employee, there will be comments from Budget & Planning
Services in the New Employee Request section.
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New Employee Requests

To request a new employee, click "New Employee Request' and select the employee's position number on the nexf screen. Then,
fill out the Position, 1D, Name, Supervisor, and Base Pay.

Budget Services will review each new request and approve. Once approved, the employee will be removed from the [ist below and
added to the table above. If any changes are needed before approval, the "Comments" field will contain the instructions.

New Employee Request M

141320 - Mgr, Comm & Marketing  +

Position D Name

/

Supervisor Base Pay Approved? Comments

= = e =

Submitting Salary Recommendations for Review

e Return to the Salary Recommendations Workflow & Approvals.

e Change the Submission Status to Complete (box will turn to green). You cannot make any
changes when status is complete. If changes are needed, change status back to In Progress and

make needed adjustments.

e Under Send Email to Approvers, select the Click Here option to open an email.
e Email will be pre-populated with the next approver.
e Attach all merit justification forms needed in PDF format. You can also add additional

comments to the email.

o If Salary Recommendations are approved, they will be routed to Human Resources for final

approval.

e If Salary Recommendations are not approved, an email will be returned listing any changes that

are needed.

e Set Submission Status back to In Progress and make changes. Change Submission Status

back to Complete and resubmit.

Merit and One Time Recommendations Submitted in Anaplan - Message (HTML)

[ nsct  Options  FormatTet  Review  AdobePDF @ Tell me what you want to do..

Merit and One time Recommendations are ready for review in Anaplan.
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