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Exercise 1: Log into the Workspace & Run a CalPlan Report

This exercise describes the steps necessary to log into the Workspace and run a CalPlan R

report.

Step Action
1  From the desktop, launch the CalPlanning Workspace by clicking on the
CalPlanning Icon or by typing the following URL into your browser:
https://calpln-rptportal-ga2.berkeley.edu/workspace/index.jsp

o

(€l iaraiaie)

2  Enter your CalNet ID and password in the Oracle User Name and Password
in the associated fields. Click Log On.

ENTERPNISE FETGRMANGE
MANAGEVENT SYETEM

3  Click on the Explore icon to open the report repository.

ORACLE Enterprise Performance Management

MNavigate File \iew Favoritezs Tools Help

A % Bple @ ®

Berkeley

UNIVERSITY OF CALIFORNIA

Result
Opens the
HomePage.

Upon login,
you will enter
the
CalPlanning
Workspace.

Opens the
report
repository.
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Step

Action

Creating a Unit Plan Navigating CalPlan

2/15/2017

4  Expand the folders Root > CalPlanning > CalPlan> Budget Process Reports
to display the CalPlan report templates. Double click on the R1111 -
Operating Budget & Forecast Overview without C&G report.

Note: To see the list of reports, you must click the CalPlan sub-folder.

MNavigate
H e

HomePage

Folders
=| [f7 Root
=l [ calg

File
A= Explore| &

View Favorites Tools

@

(o5  Explore: [CalPlanning/CalPlan/Budget Process Reports *

fCalPlanning/CalPlan/Budgst Process Reports

A1 [ CalPlan

Only

| | Description

“Iwrillable] Accounts are listed
[Drillable] Accounts are listed

[Drillable] Accounts are listed

[Drillable] Accounts are listed

+| [f] CalRptg
[ HCPRptg
[i) Sample Content
[} Shared Workspace Pages
* [ Users

5  Enter the Dimension Members by which you want to run the report either
by clicking on the Select... buttons or free form typing the member name
directly into the field.

Free form typing into the
Dimension field

Berkeley

UNIVERSITY OF CALIFORNIA

b |
r R111 - Operating Budget & Forecast Overview without C&G *
Preview User Point of View (%]
This report/book runs for the members on the user Point of -
Wiew listed below.
Wersion
<_ Waorking Salect...

Chartl
Chartl Salact,.. Click on the Select... button
Entity to open the Member

: Selection dialog box
1_your enhtﬂ @ |
Help .Canu:el

Result
Opens the
R111 report
User Point of
View (POV)
window.

Opens the
Member
Selection
window.
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Step

6  Search for a member by typing “1_* followed by any known characters and

Creating a Unit Plan Navigating CalPlan

Action

then the wildcard symbol *. Click on the binocular icon to search for any
matching member names in the hierarchy.

Preview User Point of View (]
Y
Membears —
Wyailzble: Entity (1-2 of 2, 19 Tatzl]
Find: | Name '7 Us= Wikicards
i | Sl Sl Rows Per Pages [20 x|
Mame Defaulk
EH_d© Eniny
*J® substingion Variables |
-
Help oK |

7  Verify that the correct Entity member name is displayed. Click OK.

Preview User Point of View (]
.
Sezrch Result
| |Mame |Locstion Description
|ﬁ' |1_c01~m |Ent'rr,."-_TuE Entity’1_UCBKL\1_OOLLEVL_COANR |1_U31NR-E0IIagethau.|ral Resourzes Ll
Help O ) Cancel
8 | Click OK.

Berkeley

UNIVERSITY OF CALIFORNIA

Preview User Point of View ]
FY
Members I—
Mvailzble: Entity (1-15 of 19)
Find: [ Name == 7 e Wikdcands
' 5 Sl Rows Per Page: |20 =
Name Default
SESTapy
WU T Unspecified Enity
=5 Towl Entry
B&EC 1 UCBKL 1_UCEHL - University of Cal Barkslay
=€ 1 oous 1_COLLS - Leters & Scdence o
{ BT 1 oouE 1_COLLE - Colleges
4 1 cewyp |1 CENVD - Col of Environmental Design
B4 ® 3§ comyr  |1_COINR - Callege of Natural Resources
31 1 cocyM | 1_COCHM - Collage of Chemistry
Ed T 1 coeng  |1_COENG - College of Enginearing J
= -
| |
Help |

K|
N~

2/15/2017

Result
Searches for
the target
member name
for the POV.

Selects the
target member
name for the
POV.

Selects the
member for
the POV and
returns the
user to report
POV window.
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Creating a Unit Plan Navigating CalPlan

Action

9 | After you complete all of the required POV selections, click OK.

T R111 - Operating Budget & Forecast Overview without C&G *

]

Preview User

Point of View

(x]

This report/bock runs for the members on the user Point of
View listed below.

Wersion
Working
Chartl
Chartl
Entity
1_COINR

Select...
Select...

Help

Y

10
report.

2/15/2017

Review the R111 Operating Budget & Forecast Overview without C&G

UC Berkeley Operating Budget & Forecast Overview Page 10f 1
1_GO1NR - Gollege of Natural Resources
Current Funds &xcluding Contracts & Grants
Operating Operating _
Budget  Forecast . iunce . Fv45 ForecastWorking — 2"99%%  Variance . FY16 Operating Budget x\al::i:cgev;ivfs%ﬁf:lﬂzg‘ﬁ;l
Final  Working  vs FY15 Operating Budget Final  Working ~ Working v FY15 Forecast Working Final
mssna‘s] 201415 201415 Variance()  Variance (%) 201546 Variance(s)  Variance (%) Variance (5) Variance (%)
s
Tuition and Fees EHE EHE 0 0% 1,069 150 16% 150 18%
ate Gifts for Curent Use 2414 2414 0 0% 2,889 475 20% 475 20%
stment Income o o 0 0% [ 0 0% a 0%
» Sffies and Senices 689 659 0 0% 600 (85) (13%) (@) (13%)
| Revenue 4,021 4021 0 % 4,557 536 13% 536 13%
Operating Transfers
Campus Support 30726 38450 (1.288) (3%) 38002 s33 1% (734) (2%)
Extemnal Transfers 364 31 74 8% 1,106 175 15% 242 8%
TofFrom Other Divisions ] 1 NA HA 1,425 1425 A 1425 NA
Total Operating Transfers 40690 39391 (1.189) (3%) 415523 2133 5% 933 %
Total Revenue & Transfers 44811 43412 (1,189) (3%) 46,080 2,668 &% 1,469 %
Compensation Expense
¥ Salaries & Wages 25908 24850 (1,056) (4%) 26,935 2088 8% 1,027 4%
¥ Employee Benefits 5733 7.825 (903) (10%) 5323 488 &% 10y (5%)
Total Compensation 34641 32676 (1,965) (6%) 35,258 2,581 8% 617 %
Non-Compensation Expense
¥ Supplies, Materials and Equipment 1,200 1.200 0 0% 1,950 150 8% 150 8%
¥ Schoiarships and Fellowsnips 2327 2377 s % 3897 1320 56% 1,370 59%

11
in the columns.

Berkeley

Result
Selects the
remainder of
the POV
members and
runs the
report. Use the
scroll bar to
see each
dimension in
the POV.

Report displays
with expected
results.

Use the gray triangles to drill down into the Accounts in the rows and Funds = Drills down

into the report
and completes
the exercise.
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Exercise 2: What is in my FY17 Forecast & FY18 Operating Budget?
Work with your new Budget Buddy to identify the
* Sources
e Edits that may be required to update your Forecast and Operating Budget
* Considerations for planning
for the listed accounts in your FY17 Working Forecast and FY18 Operating Budget in CalPlan
after the system re-opened on 2/08/17.

Non-
Compensation
Expenses

Compensation
Expense

Revenues

Transfers

Berkeley

UNIVERSITY OF CALIFORNIA
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Exercise 3: Setting Your Entity and Launch CalPlan FY2017-18 Budget Process

Task List

In this exercise you will launch the CalPlan application, set preferences, and review the CalPlan

Planner Task List.

Step Action
1 From the Homepage, click the CalPlan icon under Quick Links in the
Applications section of the screen.

F o
e

2 The Planning application will launch, displaying navigation options on the
left hand side of the page, and a view pane on the right.

& Oracle Enterprise Performance Management System Workspace, Fusion ..

ORACLE Enterprise Performance Management System Workspace, Fusion Edition Logged in as jmiles | Help | Log OF o
Mavigate File Edit View Favortes Tools Help
# o |t Bplore
-
HamePage Explare: fCalPlanning/CalPlan Search _ 0 Advanced
= Forms Task List Status =]
My Task List Task List Status - All LE

i I Referance Tools
& I HCP Planner Task List

m ¥ calpian Fr2016-17 Budget Process Task List
M incomplets
W Complete
Owerdue

Incamplete, LOO 0%

" Task List States - Al

Task List Tasks - All
Task Type |Sims |72 |End Dane
E I Referance Tools =] @ -
E@Websites - Ses Task Instructions Tab B @
¥l HCP Planner Task List g (@ | |
@ pCalPlan FY2016-17 Budget Process Task List | 1o @ -
1| N

= Preferences

Berkeley

UNIVERSITY OF CALIFORNIA

Result
Opens the
CalPlan
Homepage.

CalPlan opens.
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Step Action Result
3 On the bottom of the left-hand navigation pane, select Preferences by Opens User
Preferences in

clicking on the (+) icon.

#& Oracle Enterprise Performance
ORACLE Enterprise Performance Mana

Mavigate File Edit Miew Fawoites Tools

A & | Bpoe

CalPlan - Task List Stetus %

= Forms

My Task List
i I Refarence Took

# I Hee planner Task List
® I Calpian FY2016-17 Budget Procsss Task List

= Preferences

Then click on the Preferences link.

ORACLE" Enterprise Parformance Mana

Fie Edit \Miew Fawortes Tools

Navigate
# m % Eqle

Berkeley

UNIVERSITY OF CALIFORNIA

the view pane.
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Step Action Result
4 Select the User Variable Options tab. Click on the Members Selections icon = User variable
’ tab displays.
—1 to the right of the MyOrg Field. Entity is the
only User
HomePage e FURRIES o = 2 SR CalPlan - Task List Status Explore:nuseard' Preference
I that needs to

Forms User Preferences rm be set prior to
My Task List (%

Application Settings | Display Options | Printing Optio User Variable Options. any data entry
Preferences —
Preferences Dimension User Variable Name | Selected Member in Calplan

Scenario Current Scenario Operating Budget ., *

ersion Current Stage ‘Working 5l

Year Current Year of Vi... || FY17 re

Entity MyOrg ( s,

N—’
l
ISy (Resshy)
~|
s s @ @w@o.

Berkeley

UNIVERSITY OF CALIFORNIA
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Step Action Result
5 In the Member Selection window, values will default with the member Displays Entity

name only. If you would like to view the alias (description) for members,

alias.

select the Display Properties icon % in the member selection toolbar
for Display Properties. Update the display options to Alias.

Member Selection

AP R W

@ Member Name

| Member Nanse
=g

| & Generic Entity
|1 Total Entity

T
Member Name:Akas

Alias;Hember Name

addianal Dieplay Properties B

Halp

Mamber Hame

0K | | Cancel

Note: If you can’t see the icons or the text box to search for a member,
expand the window size. To do so hover your mouse over any edge of the
window and drag it so that the window size increases.

—

os | Member Selection

ting { Dimensions

oy

Members

Member Name

Member Name

[l Entity

[=] Entity

[l linenarifiad Entitw

"1 HAASR"

Berkeley

UNIVERSITY OF CALIFORNIA
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2/15/2017
Step Action Result
6 Select your Entity by either searching for the text or expanding the Locate desired
hierarchy by clicking on the + icon. entity.
Member Selection ]
1 Rrsa @om [[A¥]
1 S Entity will

Highlight your desired Entity and click on the Add icon #** to moveyour  move to
Entity from the left pane to the right pane. selected
column.

[ Member Setection

Members.

1_BOALT
[Member Name
Entty

% 1_CENLD
il 1_COLLE
il 1_COLLS
il 1_DELET
il 1_FOUND
3 1, 0ACAD
3 1_OTHER

arsQavRwal

el

OK | | Cancel

Berkeley

UNIVERSITY OF CALIFORNIA
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Step Action Result
7 Once finished, click OK.
K, Cancel
8 Your entity will show in the MyOrg field. Entity is
displayed in

catptan- ser proterences R

Forms User Preferences

Manage Task Lists

Application Settings | Display Options | Printing Options | User Variable Options

|
|
My Task List I
|
| |

AR ‘D\mensmn |User Variable Name |5elected Member
P ‘Ent\ty |My0rg | "1_BOALT"
9 Once your Entity is selected, click Save. MyOrg is
saved.
Save | | Reset
10 | Acknowledge success message by clicking OK. Ok.
(i) Information (2]

User Preferences have been saved.

Berkeley

UNIVERSITY OF CALIFORNIA

user variables.
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Exercise 4: Dimensions in CalPlan Forms
Let’s practice navigating the CalPlan task lists and forms and entering data using CalPlan
functionality.

Step Action Result
1 From My Task List, click CalPlan FY2017-18 Budget Process-> Enter Data- Opens the
>Enter Data in a Form. CalPlan Data
Entry Form
My Task List

P Reference Tools
P HCP Planner Task List
= P CalPlan FY2015-17 Budgset Process Task List
o7 CalPlanning FY2016 -17 Budget Process Approach
o7 Check that Planning Preferences are Set
P Prepare
=] P Enter Dai3
o Edit Intersection Form by Entity
S ] Edit Intersection Form by Account
o7 Adjust Internal Operating Transfers Mgmt Form
P Review Reporis

2 Navigate through the form to identify the Dimension locations and available CalPlan Data
Members in the CalPlan Data Entry Form. Update the table on the next page. Entry Form
; opens.
Task List Status =
| Task - Enter Data in Form . Task Instructions
1_11243 - EAEDU DO Gifts w199 ENERAL FUND! ¥ | C1_SUMPLN : C1 - Summ Plan | ¥ ||
| Budget - Summary . Budget - Revenue | Budget - Transfers | Budget - Compensation Expense | Budget - Non-Comp Expense >
2014-15 2015-16 2015-16 2015-16 2016-17
| YeaTol | [ YesTotsl |G YewToal | YeaToal | B vearTowl | | ‘
Beginving Bolance | L ! (29),
Total Revenue | | | | |
Total Compenzation | | 12,08 74,361
Total Non Compansation | 42 1,387 |
Total Expenses I | 2328 75,848 | | ‘
Net Operating Surplus/{Deficit) | (12,328) (75,848)
Changes in Fund Balance - Pos{{Neg) |
Ending Balance - (12,328) (78,787)|
Completz ™ | Previous Incomplete || Brevious || Ngxt Incomplete | Next | Task List Home |_

25

Berkeley

UNIVERSITY OF CALIFORNIA
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Entity
Fund
CF1
Accounts

Scenarios/Versions

Year

Period

Page 1 5
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Exercise 5: Enter Data for FY17 Forecast and FY18 Operating Budget into Forms

You need to adjust your FY17 Forecast and FY18 Operating Budget for Revenue. In this

exercise, you will reference your pre-work Smart View Ad Hoc query for the data you will

enter into the CalPlan form.

Step

1 Expand the CalPlan FY2017-18 Budget Process Task List by clicking on the
(+) icon in the left pane and navigate to: Enter Data -> Enter Data in Form

Action

My Task List
(E3] = Reference Tools
[=3] (= HCP Planner Task List
E = CalPlan FY2017-18 Budget Process Task List
ol CalPlanning FY2017 -18 Budget Process Appri
& © Check that Planning Preferences are Set
=] P Prepare
@ Enter Daiz
1+ (Enter Data in Form
# ¥ Edit Intersection Form by Entity
& © Edit Intersection Form by Account

Ll

& ® Adjust Internal Operating Transfers Mgmi

® ¥ Review Reports

2 Click on the first sub task, Enter Data in Form.

Task Uist Status.
| Task - Enter Data in Form. " soc retrctons.

ek s Smmmaey | Burget - Rowrus | Bubget - Tranhors | e - Compcrastion Expensc | Budgel - Nom Comp Expenae | Budget - Charges in Fund Bl

seral seni | Cpaeatng Busger Foesm | Opeaeg B
real resi | Fesi i Vecung I Working
iy He? | etri? 1 idri? | i
| YeaToes - YewToow | s vesTond | lYewTomd | YesToml
| Bagasing falsca P | s et 3,150
| Tota Revare ST 5526250 63,4158 83240587 DM
| Spsratng Trarafers [otaly] 3l 41,000 s [E2masn
| Tatal Comparnaticn |
| Tota e Germpursanin L £t
| Tatal Erpermen o 75|
Nt Corang Surploa{Defce] ) s s S| s
| Crarges = Furd Bulance - Posfiling) |
| clng Sutmca L] BN RGN AN il

s

gonpkts | Ppevious rconplete | Erevs | Npt Inconglete | Ned | Task Lt piome | =

L=}

Berkeley

UNIVERSITY OF CALIFORNIA

Result
Expands the
task list

The Budget
Form will
display.
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Step

3 The form will open to a read-only Budget Summary tab. Select the tab

Creating a Unit Plan Navigating CalPlan

Action

labeled Budget — Revenue Form.

Berkele

UNIVERSITY OF CALIFORNIA

2/15/2017

Task List Status

Task - Enter Dala in Form . Task Instructions

=
1_10584 - BAHSB Student

Budgt - S@mary | B

ent Tuition and Feas - Plan

w [[€1_SUMPLN : C1 - Summary - Plan] v |[#]

Trarlsfers\[ Budget - Compensation Expanse\{ Budget - Non-Comp Expense { Budget - Change]

Actual Actual Operating Budget Forecast Operating Budget
Final Finzl Final Working Working
2015-16 2016-17 2016-17 2016-17 2017-18
‘YearTotal ‘YearTotal ‘YearTotal ‘YearTotal ‘YearTotal
41010 - State General Support
411¥X - Other State iations - Plan
400XX - Non Res Tuition - Plan 3,228,302 4,093,504 3,611,663 3,611,664 3,611,664
401XX- Application Fees - Plan 455,032
402%X - Student Services Fees - Plan
403XX - Tuition - Plan 4,356,522 5,711,541 4,782,806 4,782,806 4,782,806
404%X - 55 and Spedal Programs Rev - Plan
4050 - Other Student Fees - Plan
4053X - Professional Degree Fees - Plan 13,914,661 17,586,261 14,749,141 14,767,455 14,767,455
4054% - Campus Svcs Support - Plan
4055X - Self-Supporting Degree Program - Plan 38,924,086 38,385,136 40,133,946 39,919,042 39,919,042
4056X - Other Fees - Plan 904,538 186,327 684,038 684,038
7XX - UNEX - Plan

Y

Result
Opens the
Budget —
Revenue Form

Page 1 7
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Step Action Result

4 Change the Entity in the page Dimension to the DeptID you identified in Changes Entity
your Pre-work Smart View Ad Hoc query by clicking on the [+ | then typing  inthe Page
Dimension

in the value and highlighting it. Note there is no wildcard feature in the
Smart List of available entities.

Task List Status
Task - Enter Data in Form . Task Instructions
=

1_10584 - BAHSB Student Fee R budent Tuition and Fees - Plan * || C1_SUMPLN : C1 - Summary - Plan| > ﬂ

Budgst - Summary w—lﬂﬁ\ﬁudge’( = Tmnsfers\[ Budget - Compensation Ecparse\( Budget - Non-Comp E:pense\( Budget - Change|
Actual Actual Operating Budget. Forecast Operating Budget.
Final Final Final Working Working

2015-16 2016-17 2016-17 2016-17 2017-18
YearTotal ‘YearTotal YearTotal YearTotal YearTotal

41010 - State General Support

411XX - Other State Appropriations - Plan

400XX - Non Res Tuition - Plan 3,228,302 4,093,504 3,611,663 3,611,664 3,611,664

401XX- Application Fees - Plan 466,032

402X - Student Services Fees - Plan

403XX - Tuition - Plan 4,356,922 5,711,541 4,782,806 4,782,806 4,782,806

404X - 55 and Special Programs Rev - Plan

4050X - Other Student Fees - Plan

4053X - Professional Degres Fees - Plan 13,914,661 17,586,261 14,749,141 14,767,455 14,767,458

4054 - Campus Sves Support - Plan

4055X - Self-Supporting Degree Program - Plan 38,924,086 38,385,136 40,133,946 39,919,042 39,519,042

4056X - Other Fees - Plan 904,538 186,327 684,038 684,038

407XX - UNEX - Plan

Task - Enter Data in Form |, Task Instructions

=]
1 13507 - MBARC AF AG GENFRA) | w || Sales and Services Fducgtional - Pl w || C1_
e Dimension
S Budgst - Com|
IMember | I 7 . ol
Member Final
- | §2015-16
1_13504 - MBARC AE AG FAC RES SUPPORT YearTotal £
1_13505 - MBARC AE AG MER AWARDS
1_13506 - MBARC AE AG RES GRANTS |

1_13507 - MBARC PS COOP EXT GENERAL OPS
1_13508 - MBARC PS5 COOP EXT PROG SUPP
1_13505 - MBARC GF GIANNINI FOUNDATION
1_MBAGS - AREP AG EXPERIMENT STATION-LE
1_MBAGS - AREP AG EXPERIMENT STATION
1_13500 - MBARC IR. GENERAL OPS
113501 - MBARC IR ACAD SALARIES
1_13502 - MBARC IR STUDENT SERVICES
(1 _MBETNA - ARFP TNSTRUCTTON-16

Berkeley

UNIVERSITY OF CALIFORNIA
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Step Action Result

5 Repeat the steps to select the Fund and Chartl dimensions from your Smart Changes Fund
and Chartl in

the Page
Dimension and
refreshes the

View query and then click on the £J to refresh the form.

NOTE: C1_SUMPLN is the default Chartl. You may not need to update this

value.
intersection
Task List Status displayed in
[ Task - Enter Data in Form "\, Task Instructions the form.
=]
1_10584 - BAHSE Student Fee Reve vI Shudent Tuition and Fess _ Plan > CLSUMPLN ;1 Summary - Plan rﬂ
Budgst - Sumrnanr\{ - Revenue \I\Budget - Tram‘fers\{ Budget - Compensation Expense ‘[ Budget - Non-Comp/Expen: ‘[ Budget - Change]
Actual Actual Operating Budget Forecast Operating Budgst
Final Final Final Working Working
2015-16 2016-17 2016-17 2016-17 2017-18
YearTotal YearTotal YearTotal YearTotal YearTotal
41010 - State General Support
411X - Other State iations - Plan
400XX - Non Res Tuition - Plan 3,228,302 4,093,504 3,611,663 3,611,564 3,611,664
401xX- Application Fees - Plan 466,032
402X - Student Services Fees - Plan
403XX - Tuition - Plan 4,356,522 5,711,541 4,782,806 4,782,806 4,782,808
404XX - SS and Spedal Programs Rev - Plan

6 The form will refresh with your chosen intersection. Locate the Account you
wish to update. Use the scroll bar if needed to find the Account.

Task List Status

[ Task - Enter Data in Form "\. Task Instructions

=]
1_10584 - BAHSE Student Fee Revd| v || Student Tuition and Fees - Plan | C1_SUMPLN : C1 - Summary - Plan| v j
Budget - Sumrnanr\{ - Revenue \I\Budget - Tram‘fers\{ Budget - Compensation Expense ‘[ Budget - Non-Comp Expense ‘[ Budget - Change|
Actual Actual Operating Budget Forecast Operating Budget
Final Final Final Working Working
2015-16 2016-17 2016-17 2016-17 2017-18
YearTotal YearTotal YearTotal YearTotal YearTotal
41010 - State General Support
411XX - Other State Appropriations - Flan
400XX - Non Res Tuition - Plan 3,228,302 4,093,504 3,611,663 3,611,664 3,611,664
401XX- Application Fees - Plan 466,032
402X - Student Services Fees - Plan
403X - Tuition - Plan 4,356,922 5,711,541 4,782,806 4,782,806 4,782,806
404XX - 55 and Special Programs Rev - Plan

Berkeley

UNIVERSITY OF CALIFORNIA
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2/15/2017

Step Action Result

7 Select the cell you want to update and input your new Forecast value. Enter new
Data value

Task List Status

[ Task - Enter Data in Form |, Task Instructions

udent Fee Reve| ¥ || Student Tuition and Fess - Plan ¥ ||C1_SUMPLN : C1 - Summary - Plan| ¥ ﬂ

Budget - Summary | Budget - Revenue "\ Budgst - Transfers | Budgst - Compensation Expenss | Budgst - Non-Comp Expense | Budget - Changes in Fund Balancs

Actual Actual Operating Budget Forecast Operating Budget
Final Final Final Working Working
2015-18 2016-17 2016-17 2016-17 2017-18
YearTotal YearTotal YearTotal YearTotal YearTotal
41010 - State General Support
411XX - Other State Appropriations - Plan
4DOXX - Non Res Tuition - Plan 3,228,302 4,093,504 3,611,663 3,611,664 3,611,664
401X~ Application Fees - Plan 468,032 r
Row 403XX - Tuition - Plan. Column Forecast Werking 2016-17
402XX - Student Services Fees - Plan J YearTotal
403XX - Tuition - Plan 4,356,922 5,711,541 4,782,806 | 4,782,804 4,782,806
404X - 55 and Spedial Programs Rev - Plan
4050X - Other Student Fees - Plan

8 Expand the YearTotal period in the Forecast Working column by clicking on  Displays
the +. quarters in the
Form.

Task List Status

Task - Enter Data in Form . Task Instructions -

=]

vi[ ¥ [ Student Tuition and Fees - Plan__ || ¥ [[C1_SUMPLN : C1 - Summary - Plan|[ v |[#]

1_10584 - BAHSB Studen

Budget - Summaw\[ Budget nm\audget = Tramfers\{ Budget - Compensation Expense | Budget - Non-Comp Expense | Budget - Changes in Fund Balance

Actual Actual Operating Budge: Forecast Operating Budget

Final Final Final Warking Working
201518 201617 201617 _mgll617 2017-18
H YearTotal YearTotal YearTotal | ({ 5l YearTotal YearTotal

402K - Student Services Fees - Plan Nt Bl
4033 - Tuition - Plan 4,355,922 5,711,541 4,782,808 6,000,000 4,782,806 =l
4040 - S5 and Special Programs Rev - Plan
4050 - Other Student Fees - Plan
4053% - Degres Fees - Plan 13,314,861 17,586,261 14,749,141 14,767,453 14,767,453
4054 - Campus Svcs Support - Plan
Lanssy - Self.Simnorting Dearss Sraram - Sian |

[[ELci "W CalPlan - Task List Status %

Task List Status

Task - Enter Data in Form ~ Task Instructions

=
110584 - BAHSB Student
FEudge(-_Summa;\[ Budget - Revenue _ Budget - Transfers " Budget - Compensation Expense | Budget - Non-Comp Expense | Budget - Changas in Fund Balance

Reve| ¥ || Si

t Tuition and Fees - Plan || [ C1_SUMPLN : C1 - Summary - Plan||« |[#]

Actual Operating Budget | Forecast
Final Final | Working
2016-17 2016-17
H YearTotal YearTotal fealfel] Y] [exlov] L oa =1

I

|
402X - Student Services Fees - Plan Bl
403X - Tuition - Plan 5,711,541 4,782,806 P EECEE EETRE I ﬁ—'
404X - 55 and Special Programs Rev - Plan
4050X - Cther Student Fees - Plan
4053X - Professional Degres Fees - Plan 17,586,261 14,749,141 8,773,137 5,808,124 (2,818,802) 14,767,4%

4054X - Campus Sves Suppart - Plan

=
B
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2/15/2017

Step Action
9 Enter the following Forecast plan values into the account fields:
e Q1=53000
e Q2=57000
e Q3 =52000
e Q4=510,000

Task List Status I
Task - Enter Data in Form . Task Instructions
=]
1_10584 - BAHSB Student Fee Rev] ¥ || Student Tuition and Fees - Plan || |[C1_SUMPLN : C1 - Summary - Plan| v |[ %]
Budget - Summary " Budget - Revenue |, Budget - Transfers | Budget - Compensation Expense [ Budget - Non-Comp Expense | Budget - Changes in Fund Balance
Operating Budget Forecast Operating Budad
Final Working Working
2016-17 2016-17 2017-18
YearTotal QL Q2 Q3 4 = YearTotal YearTotal
402X - Student Services Fees - Plan El
4033 - Tuition - Plan 4,782,806 3,818,661 3,346,431 (1,165,092} 6,000,000 4,732,350
404X - S5 and Special Programs Rev - Plan 3,000 7,000 2,000 10,000 22,000
4050 - Other Student Fess - Plan
4053X - Professional Degres Fees - Plan 14,743,141 8,778,137 5,808,124 (2,818,802) 14,767,459 14,767,4¢
4054X - Campus Sves Support - Plan -
4 »

10 Click the Save icon from the toolbar.

Mavigate File Edit View rorites E Help

A B & % Boore g @ E Eno

=g  CalPlan - Task List Status *

Task List Status

[ Task - Enter Data in Form . Task Irstructions

(o'l CalPlan - Task List Status *

Task List Status

Task - Enter Data in Form . Task Instructions

=]

1_10584 - BAHSB Student Fee Reve| ¥ | Student Tuition and Fees - Plan ¥ | C1_SUMPLN : C1 - Summary - Plan|| v 1‘

Budget - summary { Budget - Revenue .. Budget - Transfers | Budget - Compensation Expense | Budgst - Non-Comp Expense | Budget - Changes in Fund Balance

Jperating Budget Forecast Operating Budgst
Final Warking Working
2016-17 2016-17 2017-18
" “earTotal QL Q2 %} Q4 £l YearTotal YearTotal
m 402X - Student Services Fees - Plan
403XX - Tuitien - Plan 4,782,806 3,818,661 3,396,431 (1,165,092) 6,000,000 4,782,806
404XX - 55 and Special Programs Rev - Plan 3,000 7,000 2,000 10,000 22,000
4050X - Other Student Fess - Flan
4053X - Professional Degree Fees - Plan 14,749,141 8,778,137 8,808,124 (2,813,802) 14,767,458 14,767,458
4054X - Campus Svcs Support - Plan _I ™
<

Berkeley

UNIVERSITY OF CALIFORNIA

Result

Agn

Page



CalPlanning

Step

11 Click on OK from the Information pop up box.

Creating a Unit Plan Navigating CalPlan

Action

(i) Information

Messages for this page are listed below.
@ The data has been saved.

@ Rule was run successfully

Lok|

12 Continue expanding on YearTotal by clicking on the + for Q1.

2/15/2017

[l CalPlan - Task List Status *

Task List Status

Task - Enter Data in Form . Task Instructions

=]

1_10584 - BAHSB Student Fee Reve| ¥ || Stud

lent Tuition and Fees - Plan

¥ |[c1_SUMPLN : C1 - Summary - Plan][ | ]

Budget - Summary [ Budget - Revenue "

Budget - Transfers " Budgat - Compensation Expense | Budgst - Non-Comp Expense

Budget - Changes in Fund Balance

51

Iperating Budgst Foracast Operating Budget
Final Working Working
2016-17 o~ 2016-17 2017-18
YearTotal Q2 foe) Q4 El YearTotal YearTotal

402 - Student Services Fees - Plan

403X - Tuition - Plan 4,782,805 3,818,661 3,396,431 (1,165,092) 6,000,000 4,782,806

4040( - 55 and Special Programs Rev - Plan 3,000 7,000 2,000 10,000 22,000

4050X - Other Student Fess - Plan

4053X - Professional Degree Fees - Plan 14,748,141 8,778,137 3,308,124 (2,818,802) 14,767,458 14,757,458

4054X - Campus Svcs Support - Plan ™

How did CalPlan spread the Q1 value into the months?

13  Select another account with no current Forecast values for the year

the following:
e Ql1=2
e Q3=3
e Q4=1

. Enter

Task List Status

Task - Enter Data in Form . Task Instructions

=]

1_10584 - BAHSE Student Fee Revq ¥ | Student

Tuition and Fees - Plan

Budget - Summary | Budget - Revenue |

Budget - Transfers " Budget - Compensation Expense ™ Budget - Non-Comp Expense

 |[c1_sUMPLN : C1 - Summary - Plan] ¥ | [#]

| Budget - Changes in Fund Balance

Berkeley

UNIVERSITY OF CALIFORNIA

Operating Budget Forecast Operating Budge
Final Warking Working
2016-17 2016-17 2017-18
YearTotal Q1 Qz Q3 Q4 (=] YearTotal YearTotal
402XX - Student Services Fees - Plan =
403XX - Tuitien - Plan 4,782,808 3,818,861 3,346,431 (1,165,092) 6,000,000 4,?82,3[—|
404X - 55 and Spedial Programs Rev - Plan 3,000 7,000 2,000 10,000 22,000
4050X - Other Student Fees - Plan 2 3 i (3
4053X - Professional Degras Fess - Plan 14,749,141 8,778,137 8,308,124 (2,818,802) 14,767,459 14,767,4
4054X - Campus Svcs Support - Plan >
< »

Result

Displays July,
August and
Septemberin
the Forecast
column.

Change Data
value

7
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2/15/2017

Step Action Result
14 Click the Save icon from the toolbar.

Mavigate File Edit Y“ew Favortes Toolz Help
F L m L)
# - o A= Explor: El 1_) = P E

Task List Status

[ Task - Enter Data in Form . Task Instructions

15 Click on OK from the Information pop up box.
(i) Information (]

Messages for this page are listed below.
':_D The data has been saved.

=
'.,D Rule was run successfully

OF
)

16 Using the same account in Step 13, input $6,000,000 into the YearTotal cell
and click the Save icon from the toolbar.

How did CalPlan spread the $6,000,000 into the Quarters?

[ ] Ql =
[ ] QZ =
[ ] Q3 =
[ ] Q4 =
17 Highlight the YearTotal cell, right click and choose the “Comments” on the Display Cell
menu. Comment
| i action screen
e |_ — ,nml
Adjust
= [ 5200
"=—= Supporting Detail I
@ Show Change History |
Eﬂ Document Attachments
|‘E’| Lock/Unlack Cells I
Select All ———

Pagez 3
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CalPlanning Creating a Unit Plan Navigating CalPlan

2/15/2017
Step Action Result
18 Click on “+” icon. Displays Cell
T S [ Comment
“‘;‘:ﬁ j”‘:jv‘i'“li'if: ;“'“ i el input screen

19 Type in the text “S6M spread proportionally based on the ratios entered at Comment is

the Qtr level calculated from FY16 actual“and click on Add. added.
Comments £
ﬁ‘,Ent\t 1 1_11865 - CLLAW DN Allocations M‘Fund: Unrestricted - Plan uuChartl: C
Account: AEEE‘?X}\&H,YS(Enanu‘ Forecast, Version: Working, Year: F¥15, Period: VE.:VTDtaI =l : lcnusrz:ntenls

Tshoma - 29 oeHo alF e F
BI/U ;5 Eis &5 20

Includes 5% Electricity Increase]

ipply to sl selected cells [ I idd lence!

Help.

Close

20 Click on Close. Closes the
window.
B m——
21 Note the cell now has anicon in the corner indicating a comment. Cell is outlined
to indicate
[=] ¥earTokal comments
100,000
1
22 Save the changes to the Forecast by selecting the Save icon from the Saves the
toolbar. changes to the

Forecast.

A veghe Bl @ & /2 BB 2@ @i

CalPlan - Task List Status * Explore: [CalPlanning/CalPlan

Page2 4‘

Berkeley

UNIVERSITY OF CALIFORNIA



CalPlanning Creating a Unit Plan Navigating CalPlan
2/15/2017

Step Action Result
23  Click OK from the Information pop up dialog box.

(&) Information (]

Messages for this page are listed below.
@ The data has been saved.

@ Rule was run successfulby

Berkeley
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Exercise 6: Entering Data into the Intersection Form

In this exercise you will use the Intersection form to enter data into CalPlan. The Intersection
form displays only those intersections of data that currently exist in your Forecast and
Operating Budget, making it easier to find your data for analyzing how to update your budget.
You will update plan data in an existing Intersection and also create and plan a new
Intersection.

Step Action Result
1  From the CalPlan FY18 Forecast Task List, navigate to: CalPlan FY2017-18 Opens the
Budget Process Task List ->Enter Data -> Edit Intersection Form by Entity intersection
by clicking on the (+) icons or clicking on the name itself (which is a link to form.
the forms).
| @ Forms
iETaEgst_ N —

(8] Reference Tools
(] HCP Planner Task List
= P CalPlan FY2017-18 Budget Process Task List
& CalPlanning FY2017 -18 Budget Process Approach
& Check that Planning Preferences are Set
= Prepare
= 2 Enter Data
E’ Enter Data in Form ul
[Edit Intersection Form by Entity, '
o Edit Intersection Form by Account
o7 Adjust Internal Operating Transfers Mgmt Form

= Raview Reports

Berkeley
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CalPlanning Creating a Unit Plan Navigating CalPlan

2/15/2017
Step Action Result
2  The Intersection Form by Entity will display with all the intersections of Form displays
data for the selected MyOrg user variable that was selected in the all
Preferences section. intersections
Use the >> to display a dropdown box of additional Intersection Forms containing
currently not visible in the Task List Status window. data for the

Select from the dropdown to display. Use the << to display a dropdown box  Entity,
of additional Intersection Forms currently not visible in the Task List Status = Scenario,
window. Version, and

Year selected.

Task List Status

[ Task - Edit Intersection Form by Entity " Task Instructions

=]
[ Intersection Form by Entity - Revenue . Intersection Form by Entity - Transfers | Intersection Form by Entity - Comp Expense ‘ » '
@3 MyOra: 1_HAAS3

Forecast | Operating Budget |
Working Working
2016-17 | 2017-18
| YearTotal | ¥l YearTotal |
1_10558 - BAHSE Acad Group Ch | Restricted Endowments and FFEs oflan | C1 - Summary - Plan | 440XX - Private Gifts for Current Use 8,178 8,1?35’
1_10240 - BAHSE Intl Business D Sales and Services Other Revenyé - Plan | C1 - Summary - Plan | 46X30¢ - Sales Sarvices & Other Incc 115,04‘.‘1‘I 115,043

Restricted Endowments and FFEs - Plan | C1 - Summary - Plan | 440X - Private Gifts for Current Use 935 935
1_10187 - BAHSE Devel Alumni Ry Sales and Services Other ue - Plan | C1 - Summary - Plan | 46X00X - Sales Services & Other Incq 149,023 | 149,023
1_10180 - BAHSB Devel Corp and| Unrestricted - Plan €1 - Summary - Plan | 46XXX - Sales Services & Other Incg 13,201 18,201
1_10195 - BAHSB Major Gifts | Unrestricted - Plan | C1 - Summary - Plan | 46X30¢ - Sales Services & Other Incg 354: 364
1_10650 - BAHSS Studant Aid FTH Restricted Gifts - P C1 - Summary - Plan | 440X - Private Gifts for Current Us¢ ©00,001 600,001
- | Restricted Frdowdents and FEEs - Plan | 1 - Summary - Plan | 440X - Private Gifts rTr Currﬁnfii: 291125 | FETRECIM

NOTE: To change the MyOrg variable selection you can click directly on the
selection from within the form.

3 | Navigate through the different tabs of the form to view the intersections by = Account Type
Account Type on each Intersection Form by Entity Tab name. is displayed.

Identify for each of the available Intersection Form by Entity tabs which are
read-only and which are writeable.

e Revenue Read-Only or Writeable
e Transfers Read-Only or Writeable
e Compensation Expense Read-Only or Writeable
e Non-Compensation Expense _Read-Only or Writeable
e Changesin Fund Balance Read-Only or Writeable

4  Navigate to the Revenue tab.

Pagez 7
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Step Action Result
5 | Right-click anywhere in the Revenue tab to add a new intersection row.

CalPlan - Task Lis status * U

Task List Status

[ Task - Edit Intersection Form by Account . Task Instructions

=]

[ Intersection Form by Account - Revenue . Intersection Form by Account - Transfers | Intersection Form by

3 MyOrg: 1_COLNR

p— T —
< EE| Add Intersaction by Revenue
= —

" 4053X - Professional Degree Fees - Plan | 1_| . 4 Student Tuition and F
4056X - Other Fees - Plan 1] Adjust 4 Student Tuition and Ff
B Comments Designated Student Fi

1__ %= supporting Detail Designated Student F
41220 - State Contracts & Grants - Plan 1| = State Contracts and Gl
Z @& change History State Contracts and G
11| &2 Attachments State Contracts and G
| 1| Lack/Unlock Cells State Contracts and G
1| Select Al State Contracts and G
Data Validation Messages
Apply » Com

6  For each Dimension click on the Member Selection icon to identify the
individual Fund, Revenue Account, Chartl and DeptID for the desired
intersection you want to add to the form. Click on the Launch button.

Runtime Prompts - AddIntersection-Revenue (]
Prompt Text Value ’ \
&F * select the lowest level Fund (e.g. 19900) "Student_Tuition_znd_Fess_Plan" A
o} * Select the lowest level Revenue Account (eg. 41010) "A4053X_Plan” #
_-_* * Select lowest level Chartl (2g. C1_SUMPLN) "C1_SUMPLN™ Ll
.t = Select the lowest level Dept ID (eg. 1_11871) "1_13496" L
N
Launch | Cancel

Note: You can also type the name of each member directly into the field
within a pair of parenthesis, “Account Name”.

Berkeley
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Step Action Result
7 | CalPlan displays message “AddIntersection-Revenue was successful”. Click
OK. The new intersection displays in the row with Zero plan values. Input
plan values. The confirmation is dependent on the Account on which the

Task List Status
[ Task - Edit Intersection Form by Account . Task Instructions
=]
[ Intersection Form by Account - Revenue . Intsrsection Form by Account - Transfers | [(§) Tnformation @ m by Account - Non-Comp Expd
AddIntersection-Revenue was successful.
Operating Budget
QK ‘Working
——————— 16 2016-17
Entity +] Year
4053X - Professional Degree Fees - Plan | 1_13486 - MANRD P Master Dev Practice Student Tuition and Fees - Plan €1 - Summary - Plan 850,000 850,000
" 1_13510 - MCESP GENERAL OPS Student Tuition and Fees - Plan €1 - Summary - Plan 0
R TTe—— 443510 - MCESP GENERAL OPS Student Tuition and Fees - Plan__| 1 - Siany e Sl g 555
Designated Student Fees - Plan C1 - Summary - Plan 102,968 102,968
1_13560 - MDNST GENERAL OPS Designated Student Fees - Plan C1 - Summary - Plan 11,648 11,648
412%X - State Contracts & Grants - Plan | 1_13469 - MANRD C Forsstry State Contracts and Grants - Plan | C1 - Summary - Plan 27,786 27,786
1_13479 - MANRD C Water State Contracts and Grants - Plan__| €1 - Summary - Plan 2,286 2,286

8  Save your plan edits by clicking on the Save or diskette icon from the
Workspace tool bar.

Mavigate File Edi I Favorites Toolz Help

]

A fw % Dozl s Bo gl v

pru= N CalPlan - Task List Status %

When Save is complete, CalPlan will display this message. Click OK.
@Infannatlun [ |

Messages for this page are listed below.
':D The data has been saved.

P
'.,D Fule was run successfully

Berkeley
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2/15/2017

Step Action Result
9  Exporting an Intersection Form to Excel. Launches
On a form with multiple tabs, you will need to export the tabs one at a time. export
Select the tab you would like to export then navigate to Tools at the top of
the page and select Export as Spreadsheet

& Oracle Enterprise Performance Management System Workspace
ORACLE Enterprise Performance Management System Workspace,

Mavigate File Edit Wiew Favorites Tools Help

Ao vEde B @ £/ SRS

Links

PBlanning
Manage Approvals
Copy Yersicn

HomePage CalPlan - Task List Status

Reports

Forms Business Rules tus
My Task List Job Console Int
I Reference Tools Gopy Link

ea Custom Links
E~ HCP Planner Task List e

ea E as Spreadshes
= B calPlan Fr2015-17 Budget Process ; on

o7 CalPlanning FY2016 -17 Budget Process Approach
57 Chack that Planning Preferences ars Set
= Prepare
= P Enter Data
o Enter Data in Form
E:'|E|itl section Form by Entity |

1_13467 - MANRIL

El:_' Edit Intersection Form by Account 1_13468 - MANRL
S Adjust Internal Operating Transfers Mgmt Form R 1 13465 - MANRL
10 Based upon your browser and Excel settings you may receive a series of Export
warning. Select YES and to OPEN the document. continues.
bls from calpln-rptportal-ga2.berkeley.edu? Save | ¥ Cancel

==

The file you are trying to open, 'HspWebGrid. xls', is in a different format than spedified by the file extension. verify that the file is not corrupted and
I,_\ is from a trusted source before opening the file. Do you want to open the file now?

Microsoft Excel

[Yes][No][Help]

Was this information helpful?

Berkeley
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2/15/2017
Step Action Result
11  The selected tab will now display as an Excel document with the Tab Name  Form displays
listed in the Excel worksheet tab at the bottom of the page. as an Excel
document.
wel Bagelmpeul  Feemulss DUl Heview  Veew Sl View c@Pad
o R P = [ et g #H

o B L Y- - S-A- FEEW PR Evegacne- $-% 0 B3

1347

45000 5000 25000 135000 25000
17755 17756 17755 53165 17755
56081 560,67 SE0AT 164186 ss082
28606 287606 287606 862818 TR0k

53239 53239 53239 159747 55139

PRO TIP: When saving the Excel document, be sure to update the name as
CalPlan will default to the same name for every tab.

Page3 1
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Exercise 7: CalPlan Form Review

1. What CalPlan form is displayed below?

2. What does the grey background fill indicate in the fields below?

Navigate File Edit View Favortes Tools

L

% Bxglore B| @ £ | £ oF

Evici-8 CalPlan - Task List Status %

| & Forms
My Task List

m B Reference Tools
(3] P HCP Pianner Task List
i CalPlan FY2017-18 Budget Process Task List
@ & Calplanning FY2017 -18 Budget Process Appi
[ © Check that Planning Preferences are Set
£} [ Prepare
E [ Enter Data
i+ ™ Enter Data in Form

=

E B8

& Edit Intersection Form by Account
& ® Adjust Internal Operating Transfers Mgmt
poa

& ¥ peview Reparts

B | s

¥ Preferences |

® Edit Intersection Form by Entity "

Task List Status
| Task - Enter Data

-

C1_SUMPLN : C1 - Summary - Plan| v _:J

Budget - Compensation Expense

m-—m . Budget - Revenue | Budget - Transfers Budget - Non-Comp Expense | Budget - Changes in Fund Balance
| Actual | Actual Operating Budget | Forecast | Operating Budget |
Final ‘ Final Final | Workng | Working |
| 2014-15 | 201617 2016-17 2016-17 | 2017-18 i
i | YearTotal | [#] YearTotal [# YearTotal | + YearTotal #] YearTotal |
Beginning Balance | (74,445) 61,528,441 (74,445) 58,386,190
Total Revenue ! 57,527,677 | 65,926,258 63,743,588 | 63,743,567 65,743,587
Operating Transfers | (57,517,497) 0 547,000 (5,282,952) (5,282,952)
Total Compensation | |
Total Non Compensation | 10,181 22,536
Total Expenses . 10,181 22,53 1
Net Operating Surplus/(Deficit) | () 65,903,722 64,290,588 58,460,635 58,460,635
Changes in Fund Balance - Pos/(Neg) .
Ending Balance (o) 65,829,278 125,819,029 58,386,190 116,346,825

Complete [ Previous incomplete

Previous | Next Incomplete  Next ' | Task List Home

i |

3. Why are these fields read-only?

= |



CalPlanning Creating a Unit Plan Navigating CalPlan
2/15/2017

4. What CalPlan form is displayed below?

Navigate File Edt View Favor Tools Help
ABEmw Toooe |l @& /8 Bo =
-
[PEe  CalPlan - Task List Status X search [N © -:v=rced
Forms Task List Status \ =
|My Task List | | | Task - Enter Data in Form | Tesk Instructions
@ B Reference Tooks
=] [ HCP Planner Task List = E
& P Calplan FY2017-18 Budget Process Task List 1_10584 - BA Current Funds w [ C1_SUMPLN ; C1 - Summary - Plan| *Ji%
[ B CalPlanning FY2017 -18 Budget Process Appi | Budget - Compensation Expense | Budget - Non-Comp Expense | Budget - Changes in Fund Balance
'F:’ Check that Planning Preferences are Set Actal | Operating Budget F—— Operating Budget
& P prepare Final Final Viorking Warking
g P Enter Dota 201617 2016-17 201617 | 201718
= O Eriter Dot i Form 3 YearTotal % YearTotal [ YearTotal [# YearTotal =
# ® Edit Intersection Form by Entity AN < Sl Fraer) Sgpott (i
# ™ gdit Intersection Form by Account 130 e, Shal Bippripeatieds
@ % Adiuet Intemal Operating Transfers Mgt 400X - Non Res Tuition - Pian | 3,377,477 4,093,504 | 3,611,663 | 3,611,664 3,611,664
& P peview Reports [ 4010 Application Fees - Plan 466,032 |
402XX - Student Services Fees - Plan | | [ | | |
4030 - Tuition - Plan 4,720,815 5,711,541 4,782,806 4,782,806 4,782,806
404X - 55 and Special Programs Rev - Plan
4050X - Other Student Fees - Plan
4053X - Professional Degree Fees - Plan | 13,229,389 | 17,586,261 | 14,749,141 | 14,767,459 | 14,767,459 |
4054X - Campus Sves Support - Plan
4055X - Self-Supporting Degres Program - Plan | 35,641,450 38,385,136 | 40,133,945 35,919,042 | 39,918,042
4056X - Other Fees - Plan 558,506 186,327 684,038 684,038
408XX - Contr Student Financial Aid - Plan (36,511) (21,422) (21,422) -
1l | >l |
RO Complete ™ | Previous Incomplete || Previous | Next Incomplete || Next || Task List Home :|

5. Why are these fields read-only?
6. What are the three dropdown boxes (outlined in red) above the form tabs?

7. What is the right facing arrow button (outlined in green)?
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Creating a Unit Plan Navigating CalPlan
2/15/2017

8. What steps do you need to take to make the FY17 Forecast and FY18 Operating Budget editable fields?

9. What steps do you take to remove all the rows with no plan values?

. Task Instructions

Berkeley

UNIVERSITY OF CALIFORNIA

5 o A= Shodent Tution a0 Foms -l [ <G 11~ Sarmnary - Pl =)
o Budget - Transfers | Budget - Compensation Expense | Budget - Non-Comp Expense | Budget - Changd
| Aenal | Achal
| Fnal | Final
0015 | BT

! YearTotal £l YearTotal
41010 - State General Support |
S110C - Other State Appropeiations - Pan !
40000¢ - Non Res Tultion - Plan 3377477 4,093,504 | 3,611,663 3611664 | 3611664 |
30106 Application Fess - Plan | | 66,032
402)0C - Studant Sarvices Fass - Plan | | I | | |
4030 - Tuition - Plan 4720815 | s711,54 4,782,806 | 4,782,806 | 4,782,806
40400 - 55 and Special Programs R - Plan |
4053 - rofessional Degrea Fess - Fan. | paswsl  psews|  uasun|  wgeas| s
4054X - Campus Sves Support - Plan | | | | |
4055 - Self-Supporting Degree Program - Plan 35,641,450 38,385,135 | 40,133,5% | 39,919,042 | 39,519,042 |
405X - Othar Fees - Plan ssasos. 186327 sasom|  emon
407X - UNEX - Flon { ! |
40X - Conitr Student Financial Aid - Plan (35,511) | (21,422)| 1422)|

. | } |

Task List Status

=]

1_10584 - BAHSB Student Fee Rg| v

Student Tuition and Fees - Plan || ¥ | C1_SUMPLN : C1 - Summary - Plan| ¥ i/

Budget - Summary Waﬁga-rmm [ Budget - Compensation Expense | Budget - Non-Comp Expense | Budget - O

Actual Actual Operating Budget Forecast O Budget

Final Final Final Working Working

2014-15 2016-17 2016-17 2016-17 2017-18

YearTotal [ YearTotal [ YearTotal [# YearTotal YearTotal
3,377,477 4,093,504 3,611,663 3,611,664 3,611,664
466,032

403X¢-Tuition-Plan 4,720,815 5,711,541 4,782,806 4,782,806 4,782,806
4053X - Prof il Degree Fees - Plan 13,229,389 17,586,261 14,749,141 14,767,459 14,767,459
40S5X - Self-Supporting Degree Program - Pian | 35,641,490 | 38,385,136 40,133,946 39,919,042 39,919,042
4056X - Other Fees - Plan 558,506 186,327 684,038 684,038
408XX - Contr Student Financial Aid - Plan (36,511) (21,422) (21,422)
= Total 57,527,677 65,926,258 63,743,588 63,743,587 63,743,587
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10. What CalPlan Form is displayed below?

11. What does the grey background fill indicate in the fields below?

Navigate File Edit View Favorites Tools Help

A K o ooke B @ & | BH Ba =

-
SO CalPlan - Task List Status X seorch I © 1<crc=:

[+ Forms Task List Status

Hy Task LIt [ Task - Enter Datain Form " Task Instructions
® P Reference Tools
& P Hep Planner Task List
& P Caiplan FY2017-18 Budget Process Task List 110362 e ~
& & CalPlanning FY2017 -18 Budget Process Appr| | ||| Budget - Summary | Budget - Revenue ‘| Budget - Transfers | Budget - Compensation Expense . Budget - Non-Comp Expense | Budget - Changes in Fund Balance
3] F: Check that Planning Preferences are Set Al Forecast Operating Budgst
B ¥ prepare Final Working Waorking
& B Enter Dat _2016:17 2016:17 201617 2017-18
& O T o it . # YearTotal [# YearTotal [+ YearTotal : [*] YearTotal
& 9 Edit Intersection Form by Entity 53020 - Staff Non student Benefits
& ® Edit Intersection Form by Account 53030 - Other Academics Benefits
L::‘i L Adjust Internal Operating Transfers Mgmaj 53040 - Post Doc Benefits
@ B Review Reports f‘ 53050 - Graduate Student Benefits
53060 - Benefit Assess-Acad Regular e i : :
53070 - Benefit Assess-Staff Regular - 327,180 168,027 336,118 359,715
53080 - Benefit Assessment - Limited 1,85
53080 - Fringe Assessment-Contra
533X - Fringe Benefits - Plan
5370 - Other Retirement Banefits - Plan l
57310 - General & Empl Liability Insur 7,180 3,777 7,208 7,915 8411
Adjustment: Total Compensation - Plan
[=] Total Compensation 1,154,243 546,039 1,102,021 1,159,156 1,253,238 =

E

BASHB Finance ¥ || Unrestricted w || CI_SUMPLN : C1 - Summary - Plan|| ¥

[ Preferences

Qcmpietel- Previous Incomplete |  Previous | MNext Incomplete  Next  Task List Home

12. Why are these field read-only?

13. Where can you edit this fields?

Berkeley

UNIVERSITY OF CALIFORNIA
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CalPlanning

14. What CalPlan Form is displayed below?

Creating a Unit Plan Navigating CalPlan

15. How is the Intersection Form by Entity- Revenue different than the CalPlan Form Budget — Revenue?

File

%= Explore B ©

Navigate View

A B o

Edit

Favorites

& |/

Tools

B
=

v CalPlan - Task List Status *

Help

=

2/15/2017

& Forms

'My Task List
=2 P Reference Tools

@ B Hep planner Task List
(= (=

H H

L Prepare
F Enter Data
# B Enter Data in Form

m

CalPlan FY2017-18 Budget Process Task List
m o CalPlanning FY2017 -18 Budget Process Appi
&P Chack that Planning Preferences are Set

1+ *¥ Edit Intersection Form by Entity
B ™ £dit Intersection Form by Account

Review Reports

G Adjust Internal Operating Transfers Mgmt

<

' [# Preferences

-
Task List Status [T
| Task - Edit Intersection Form by Entity  Task Instructions
2
| Intersection Form by Entity - Revenue . Intersection Form by Entity - Transfers | Intersection Form by Entity - Comp Expense »
@3 MyOrg: 1_HAAS3
Forecast | Operating Budget
Working | Working
2016-17 | 2017-;8
[# YearTotal | [ YearTotal
110559 - BAHSB Acad Group Ch| Restricted Endowments and FFEs - Plan | C1 - Summary - Plan | 440XX - Private Gifts for Current Use - Plan | 8,178 8,178 =]
1_10240 - BAHSE Intl Business DV Sales and Services Other Revenue - Phrl C1 - Summary - Plan | 46XXX - Sales Services & Other Income - Plan 115,049 | 115,049
' - Restricted Endowments and FFEs - Plan | C1 - Summary - Plan | 440X - Private Gifts for Current Use - Plan | 935 | 535
1_10187 - BAHSE Devel Alumni R| Sales and Services Other Revenue - Plan C1 - Summary - Plan | 46)XXX - Sales Services & Other Income - Plan 145,023 149,023
1_10150 - BAHSB Devel Corp and Unrestricted - Plan | /€1 - Summary - Plan | 46)00( - Sales Services & Other Income - Plan 18,201 | 18,201
1_10195 - BAHSE Major Gifts Unrestricted - Plan | €1 - Summary - Plan | 46XXX - Sales Services & Other Income - Plan 364 | 364
1.10650 - BAHSS Student Aid FT| Restricted Gifs - Plan s Private Gifts for Current Use - Plan | 600,001 | Ll lud
Restnt:taﬂ Endowments and FFEs - Pian Private Gifts for Current Use - Plan 291,125 291,125
1_10651 - BAHSB Student Aid Sel Restricted Gifts - Plan | €1 - Summary - Plan | 490X - Private Gifts for Current Use - Plan 213,500 | 213,500
| Restricted Endowments and FFEs - Plan | €1 - Summary - Plan | 440XX - Private Gifts for Current Use - Plan 175,555 | 175,555
1_10652 - BAHSB Student Aid Phi Restricted Endowments and FFEs - Plan | €1 - Summary - Plan | 440X - Private Gifts for Cuent Use - Plan | 190,035 | 190,033
1_10653 - BAHSE Student Aid Un| Restricted Gifts - Plan C1 - Summary - Plan | 440XX - Private Gifts for Current Use - Plan 14,485 14,485
: Restricted Endowments and F7Es - Plan | C1 - Summary - Plan | 440XX - Private Gifts for Current Use - Plan 134,886 | 134,886
1_10654 - BAHSB Student Aid Ge! Restrictad Gifts - Plan | €1 - Summary - Plan | 440XX - Private Gifts for Current Use - Plan 47,500 | 47,500
| pestricted Endowments and FFEs - Plan | C1 - Summary - Plan | 440XX - Private Gifts for Current Use - Plan | 107,189 | 107,169
1_10208 - BAHSB Berk Innov Ldr| Restricted Gifts - Plan €1 - Summary - Plan | 440XX - Private Gifts for Current Use - Plan 24,375 24,375
1_10314 - BAHSEB Instr MFE Gen | Sales and Services Other Revenue - Plan C1 - Summary - Plan | 46XXX - Sales Services & Other Income - Plan 195,000 | 195,000
Restricted Gifts - Plan | €1 - Summary - Plan | 440X - Private Gifts for Current Use - Plan 19,000 | 19,000 _
0y i o = d Che= Nl Fas < ni. AAONY  Deiacmbr, Cifee £, Pl & 1L ni. 22 920 22 920
Complete n Previous Incomplete | Previous | Next Incomplete DNext | Task List Home | | —

16. Why are the FY18 Operating Budget plans values the same as the FY17 Forecast Working plan values?

Berkeley

UNIVERSITY OF CALIFORNIA

Page3 6






	Exercise 1: Log into the Workspace & Run a CalPlan Report
	Exercise 2: What is in my FY17 Forecast & FY18 Operating Budget?
	Exercise 3: Setting Your Entity and Launch CalPlan FY2017-18 Budget Process Task List
	Exercise 4: Dimensions in CalPlan Forms
	Exercise 5: Enter Data for FY17 Forecast and FY18 Operating Budget into Forms
	Exercise 6: Entering Data into the Intersection Form
	Exercise 7: CalPlan Form Review

