2021

EPM User Guide

RO o 5 5
NG 25 ¢
Al o B Q7 >5¢

Q
i

‘i\\

N

.
0 O
S

I @ LU L L

)
2
221b3ajell1s
uuluruauum[lw‘ro
N

- =lle Fd - .
= -
S w3 o e Uy =3
.._’J“_. —_— - -!
F | = =
- mmerm s - J — - -
ESLILLETILS & — - 3
— - B =
- = & ¥ =
= E p— - -
— = 3 S 2§ 0
- I = - w ==
= T o e = " =
gl — . gy | el —+ .
'l = L FETag = T
w 0 sastme - -T
o il = ol
Evnencs =5 "l = O —a
A= e == 3
= ez -~
: n = o =
= - = T - -
= = & r
- — e
- = W

Budget Office
Last Update
1/22/2021



Contents

Three Steps to the EPIMI IMain IMIENUL............coooiiiiiiiiiiee ettt e e et e s ae e e e e rae e e s sabte e e esabaeeeenbaeeeennees 6
Step 1. ASSESS CItriX CHENT oot e e e e e e et e e e e e s e s raarteeeeeeeesannbaanneeeeeennnnns 6
Step 2. LOg into CitriX POMtal........uiiiieiee e cciieeee ettt e e e e e e ere e e e e e s e e enbte e e e e e e e sennbasaeeeeeaeennns 6
Step 3. Find the EPM icon and launCh EPM ......oooo ittt e e e e e e e ararae e e e e e 7

Common Features on Templates and REPOILS.............cueiiiiiiiiiiiiiiic e rrr e e s e e e s eereeeeas 8
21101 =T 0] o] X Al T =T Lo ) o USRS 8
Selecting an org, activity or project in a report/template .......ccccoceieeieeeiiice e 8
Formatting activities, projects and orgs to refresh a report/template .......ccccooveeveieeceicceecccree e, 8
Find a list of authorized activities, Projects OF OIS ....ccuuiiiiciiiii i e e 8
[ oY Y o X [T o] = 1V =1 - O PSP 9
HOW t0 Print @ rePOrt/temMPIate....c ettt ettt et e e eab e s et e e etae e eaeeesbesebeeeeaneas 9
SaViNg a repPort/temMPlate 10 PDF .......ovei ettt ettt et eeteeeeteeeeateeesteeesaeeessreeeeseeessreesnneeens 9
How many templates/reports can be OPen @t ONCE .......cciveerereeieeee et 9
The navigation, close window, quit EPM, help toolbar ........ccccviiiiiiiiiiiiie e, 9

Budget INput SeCtioN v oo e T i e I T T e e e et P e e nt e causeeseasasassansnes 9

Revenue & Expense Planning Template ...ttt e 9
Brief description of the teMPIate.. .ot e e 9
Location of Jan-Jun forecast COIUMNL......iiii ittt ettt et e e s 10
Location of the next fiscal year budget CoOlUMN......cooiciiii i 10
How to save data in this tEMPIate .......c.ueei e ssrree s sssibae e e s e e eetbae e e esateeeseveeeesenrneeeaans 10
Fund level bUdgeBing e . ....cocenieeeeeeee i ool R e et teeeeeeeeeeeaavnneees 10
Budgeting at the “Fund Level” in this template........ccoooiciiiiiic e 10
Inserting @ NeW row fOr @ NEW @CCOUNT ......c.uiiii ettt ettt e et e e e stae e e ssara e e s ssrtae e e sraeeeeans 10
(@ Y=N A Ta Y=l (oY | TR 74 A TR 11
Budget spread (INPUL/EVEN) ......couvi ettt ettt e e et ee e e e teeeteeeeteeesabeeebeeebesennbeeenreeenses 11
Restricted accounts — 49996, 49997, & 49999 ......cooiiiiiiiiiieiee e e aeereae 11
Account 49998, 1001 BENETITS ..ccceiiiiiiiiiiiiii bbb raaa 11
EPIM and SaViNg fOrMUIAS......ciiiiiie ettt ettt e e e e ratee e e s ate e e e sbte e e esabaeesenraeeeennees 11
Other NOtable COIUMNS ......oiiie et sttt et b e sbe e snee s saees 11
Funds available summary at the bottom ........oeiiiiii e 11

Speed BUudgeting TemMPIate ..o s e e s aeeesan 12
Brief description of the temMPIate.........eee e 12

BUDGET AND INSTITUTIONAL ANALYSIS 1|Page

THE UNIVERSITY OF UTAH



T o =] o I e (1ol o1 o o [ SRS 12

Y =Tole] gL i £=1 oo [Tl T 4 o o FPS SRR UUPRN 12
Universal Data ENtry TemMPIate .........ccc.oviiiiiiiiie et e e arae e e 14
Brief description of the teMPIate.. ... e et e e e 14
SaVING data — 1,000 [INES.....ueiiiiiiieeeiiiee e ettt e cte e e et e et e e e e sabre e e st e e e e s tbaeeesabaee e s sbaeeeenasaeesansreeeeannees 14
ClEAN BUTEON 1.t st e s st e s ree e sare e s be e e nmeeesmeeesaneeesnneenns 14
REV/EXP DY Org DAta ENEIY ......cccoeiiieiieiieciie ettt ettt eeteete e e e te e teesbaestaessaesssesaseenteenteenbeenseensanssanns 15
Brief description of the temMPIate.. ... e e 15
8o (U=l o =F L (UL =L U TR 15
REV/EXP BY ACHIVITY .....ooveiieiiieei ettt ettt ettt e e teete et esteeeteeeteesaeesaesensesnteenteenseenseenseens 16
Brief description of the temMPIate.......c.ei it e e e e e e e e eaes 16
REV/EXP EXPOIE....ouiiiiiiiieitie ittt etteeteete et e e e e et teesteestaestaesteesabesateeaseesteensaesteessaessaesssesasesnsesnsesnseenteensenns 16
Brief description of the temMPIate.. ... . e e e erae e 16

Y =T o o1V =T oI [ Y 4 0 ot o LR T 16
REV/EXD DY OF...voiiirinees o syl caanecessessn oovsoo s suse e ST T s e e snseenseenfiossossensnssssnsenans 20
Brief description of the temMPlate.......cuiii i e 20
Lo [T =T J =T e T o O SRR 20
FUND SUMMANY REPOIT ...ttt e et e e e e e sat e e e aibteeeesabeeeeeansaaeaasbaeeeensraeeesnseeeesnnsens 20
Brief description Of the rePOIt.......occ ittt e e et e e e e bae e e e rae e e e e 20
Displaying data for PArENT OIS .....ci it eeee e et e e e e ate e e s abe e e e sateeeeeanteeeeenreeaeennres 21
ChangiNg fiSCAl YBAIS ...ueiiiiii ettt ettt e e e e eeenassaeeee e sesass s s aas e s e s aannsasteeeaaesesnnnsesnnesessansnnes 21
Drilling down on @ NUMDBEr iN the FEPOIt.....iiiii ittt e e e et e e e saee e e e sbeeeeeaes 21
Finding a crosswalk for the fund SUMMAry........cccoeeiciiii e e e 21
SVPAA Recurring ComMMITMENTES ......cccoiiiiiiiiiiiiiii ittt e e e st e e e e e s s s saraeaee e e e e ssaaereeaeeseessnnns 22
Brief description Of the rEPOIT.......cooc it te e e e e e e e e rae e e eaes 22
Account 49996 fOr fUND LO0T ......cocueiiiieeiee ettt e et e st e e s b e s be e e be e e sareesneeesaneesnneas 22

5 Year COmMPariSON REPOIT .........ooiiiiiiiiiiiiieee ettt e e e s s bre e e e e e s s st abeeeeessesasbtaeeeeesssnasnnaes 22
Brief description Of the rEPOIt.......cii i et ae e e e rae e e e 22
Additional tabs in the five-year comparison and charts..........cccceeeecieeiiciiee e e 22
Plus (+) sign on the first tab at the BOttOM .......ccuiiiiee e e 23
New Funding Request TEMPIAte............cooiriiiiiiiiie e e e s st e e s bee e s saneeas 23
Brief description Of the rePOIt.......ooi i e sbae e e 23
INitially refreshing data ......ceei i ree e e et e e e e s ate e s e eabae e s earaeeeennees 23
BUDGET AND INSTITUTIONAL ANALYSIS 2|Page

THE UNIVERSITY OF UTAH



[ Lo YNV A o M1 o <] ol TN A [T L= T 24

Threshold @XPIanation ... e e re e e e e e e e abte e e e e e e e seabtraeeeeeeeesnnsraaaeaaanas 24
Completing each column BefOre SAVING......ccucuiiii et ree e e are e e e e 24
Who is authorized to use this tEMPIate?.......cccuiiiiiiiii e e 25
Multi-Year Budgeting TemMPIAte.............oooiiiiiiiiiiie et ae e e e e e e savee e s e nrae e e ennees 25
Brief description Of the rEPOIT........oocuiii et e e et e e e e bae e e e arae e e ennes 25
Can data at the parent org level be saved? ....... ... e e 25
Description of different tabs found in temMPlate........ccueeiiiiiii i 26
Faculty Promotions TEMPIate...........cocuiiiiiiiiiiiee et e e e bre e e e ae e s entae e e ennees 28
Brief description Of the rEPOIT........co i et e e re e e e e bae e e e abae e e nnes 28
HOW 10 fill QUL this tEMPIATE ..o e et ee e e et e e e e bae e e eenrae e e ennees 28
How to insert a new line in this temMpPlate..........ooeviiiiicc e e e 28
BUAZEL REPOILS.......ooiiiiiiiiiiiieeccee ettt e ettt e e ettt e e ettt e e e s bteeeeanteeeeeasteeeesasteeesaseseesinsaeeesantaeessassenenanss 28
ACiVItY SUMMAIY BY OFg ....oooiiiiiiiie e et e e ta e e et a e e e e atreeesaaeeeeansbeeesntaeeeanraeen 28
Brief description Of the rEPOIT......eii i ettt e et e e e e bte e e e e bae e e enes 28
Fund balances for actuals ..ol o e o T s eI S0t dhn e st e e s e e e enenmnenane 29
Description of the other tWo 1abs.........coi i e 29
FUND SUMMANY PIVOT .. ..ot e et e e st e e e ab e e e e sabteeessabaae e e s beeeeensseaeesaseaeesnnsens 30
Brief description Of the rePOIt.......occiiie ettt e e et e e e e bae e e e raee e e nees 30
Filtering data on the PIiVOt tabIe ........cuiii ittt e e e eree e e eenteeeeeaees 30
How to drill down to the detail on this report.......c e e 31
FS One-Time RePOBtL . & o eeere e M reeereeeenne oot ee ool oo I s et eveateeeesseernnenrnanssons 31
Brief description Of the rEPOIt........cociiiii it e e e re e e e e e e e e rae e e eeees 31
FSbhyoOrg.......... 50535 A0 O, ... i T e e eeueeeeessneeerassseesansssesesnsanees 32
Brief description Of the rEPOIT........oocuiie et e et e e e e bee e e e e rae e e e e 32
FS FUN BAlaNC@ BY O ...ttt ettt e s st e e s e e s bte e e st ee e e s sbeeessnsbeeessnneeessnnnes 32
Brief description Of the rePOIt.......oii e e ae e e 32
I oeT 0o 3 <1 0 L - S SR 33
Brief description Of the rEPOIT........oociie e et e e e bae e e e bae e e ennes 33
T A =« PO P ROV SO USOPR 33
Y=Tole] aTe I -1« T TP PP TSR 34
IMIUIEE-YE OF8 REPOIT.... ...ttt e e e st e e e st e e et e e e e abeeeeeabaeeeassbaeeeanstaeeennseeesennsens 35
Brief description Of the rEPOIt.......coi et e e e ebae e e 35
BUDGET AND INSTITUTIONAL ANALYSIS 3|Page

THE UNIVERSITY OF UTAH



Y=Tolo) gL I =1 « NS 35

Y=Tole] gTe I -1« T TP PP OPPTOURPPRR 35

2] 24 o 1 (=T o] o SR P PO P PP P PP PO PPPPPPPPPPPPPPPN 35
Brief description Of the rEPOIt.......cci i e et e et e e e eta e e e serreeeeeaees 35

Y o B T Tl Y=Y o Yo Y USSR 36
Dot U I =T o Yo T £ SUPR 36
Variance WOrKBOOK..............oi ittt et e bt e e s e e s b e sbeeesareesareeeanes 36
Brief description Of the rEPOIt.......cii i e e e e ste e e e searaeeeeanes 36
Tab 0) Variance Reporting WorkboOoK IMENU .........ccoccuiiiiiiciiiec ettt e et e e satae e e vae e e 36
Tab 1) Fund Summary Pivot Variance REPOIT........ccciciiiiiiciiee ettt e et e e eetee e e eearae e e e saaeeeeeaes 37
Tab 2) SUMMArY VarianCe REPOIT ....cccuiiieeiiiee et ettt e et e e e ette e e e eatee e e snteeeeebteeeesaseeeesansaeaesnnes 37
Tab 3) Variance DY FUNGA REPOI.....cii ettt ettt e ettt e e et e e e earaeeeesaeeeesabseeesansaeaesanes 40
Tab 4) Department by FUNd VarianCe REPOI ......cueiiciiiiciiecee sttt esas s st vae e ere e 41
Tab 5) FUNd 1001 Variance REPOIT ...ccuuveiiiiiieeeciiieeeeiiee e ceiire e e eitee e e eateeeseataeeessntaeeesseneessnseneesasneeesnnes 41
Tab 6) Non-Fund 1001 VarianCe REPOIT .......ueiiiiiieeeeiiieeeciiiieeeeiteeeeeeteeeeeitteeeeeteeeeeestaseesnraseessssneesanes 42
Tab 7) Unbudgeted ACtiVity REPOIT ......ueeiiieciie et scteeesee e sttt s s e e eetae e seae e s aeeesneeesnseesnteeeseeeseeesnnes 43
Tab 8) Fund SUMMary Detail DIill .......ccueeiiieiiie ettt sbe e sbs e s aa e e abe e e ree e saeeennas 44
Tab 9) ACtiVity DY FUNG REPOIT ... .eeiiie ettt e e e st e e tae e taeesaaeessessenaeesnteesasaeensaeesnns 45
Act SUMMAry REV & EXP PIVOL .. ...ttt ettt e e e e e st e e e e e e e ssaanbaeeeeeessnnannnns 46
Brief description Of the FEPOIT........coc e e et e et e s e sbs b e e e ette e e e ebaeeesenreeeesnnes 46
REV /EXP 7 YEAr TIENG ........oiiiieiieieee ettt stte ettt e et eeabeesseesse e s aessae s aeab s s SR e e anbaesseenseenseensaenseesanssanns 47
Brief descriptioni@f the-Feport .. .....ccceeee e stureeealfle e B e eeuutteeeeseeeesareeeensnes 47
Variance Report..... i 0 ... e . . evccceeeeeesannnnnnaseessannsane 48
Brief description Of the FEPOIt .......iii et e st e e e etr e e e seateeeeeaees 48

LT 07 1101 « T (8 10 2R 49
Brief description Of the FEPOIt..........uviiieei e e e e e e e e e e s e anrraeeee s 49
Exporting an EPIM Report OUt Of CItriX.........cccooecuiiiiiiiiiie ettt e e ree e s aae e e 51
Using the Revenue & Expense by Org Data ENtry ............cccveeiiiiiiieciiie et 52
Finding Personnel Reports for BUAZELING...............oooouiiiiiiiiii ittt e 53
BUDGET AND INSTITUTIONAL ANALYSIS 4|Page

THE UNIVERSITY OF UTAH



u:'nfssrmlsmummm 5|Page
THE UNIVERSITY OF UTAH



Step 1.

Step 2.

Three Steps to the EPM Main Menu

Assess Citrix Client

First, assess if your computer/laptop has a compatible version of Citrix Receiver/Workspace.
Why do you need a Citrix Receiver client? This application is necessary to have installed so that
a device can use the Citrix virtual environment where EPM is hosted and accessible.

There are at least two ways to ascertain if your device has a proper version of Citrix
Receiver/Workspace installed.

1. First, try to launch EPM or any other Citrix Application via the Citrix Applications Portal
(i.e. Chrome, Outlook, Excel, etc....). If it launches without a problem and EPM functions
as expected, then likely you have a proper version of Citrix Receiver installed.

2. Another way to verify that you have a version of Citrix Receiver/Workspace on your
device is to look for the client in the list of programs on your computer. You should
want to still try to launch.

What if | don’t have a Citrix Receiver / Workspace installed, what then? If you don’t have a
proper version installed, please work with your desktop support, local IT person to assist you in
downloading a proper version. You can also call 7-6000, the ITS help desk who “should” be able
to help you download a proper version of Citrix Workspace for your circumstance.

Log into Citrix Portal
Log into the Citrix Portal by inserting this URL into a commonly used web browser:
https://access.med.utah.edu.

Below shows the Citrix authentication screen. This is the authentication portal used to gain
access to EPM. Insert your unid and password. This is the same unid and password as the one
used for the Campus Information System (CIS). If successfully done, duo authentication should
appear.

Please log on

User name: [0 lolvialeul]

f HEALTH

UNIVERSITY OF UTAH

Office of
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https://access.med.utah.edu/

*Warning: When logging into this screen, you may receive a subsequent screen that suggests to
download a version of the Citrix Client. If you know you have it already, you can find an option
on the screen to bypass and not download the client. In most cases, this is the recommended
action to take if such a screen appears.

Step 3. Find the EPM icon and launch EPM

Once you log into the Citrix Portal, find the EPM icon and launch EPM. It may take a few moments
before the launch begins. You should see a “starting” screen appear with a status bar. At that point, an
Excel screen should appear with the words “Loading...” Ultimately, the user should see the EPM main

menu once the process has completed.

Citrix Application Screen

a -

Bt Eretuse 218

Offica of
U BUDGET AND INSTITUTIONAL ANALYSIS

EPM Icon

EPM Campus PROD

EPM Main Menu
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Common Features on Templates and Reports

Why is the template or report blank?

Remember, upon opening a report or template you should not see data displaying at first. To display
data, you should be required to enter in a related org, activity, fund and other criteria as necessary and

then click the "display data" button to show data. Don't forget that org's and activities require a
particular format, read further below.

How does a user select an org or activity to display data in a report or template?

Find the yellow input cell, typically found at the upper left corner of the report or template. These
yellow input cells usually contain a word such as "No_ActProj" or "No_BUORG." To display data, each
template or report should require you to insert the org or activity that you would like to display. Insert
them in the proper format, then click "display data." See the next question to understand the correct
format.

How should | format my activities, projects and orgs so that the reports and templates function
correctly?

It’s critical to note that in order to "display data," a user must, first, insert an org, activity or project in
the correct format and click the “Display Data” button. Also, be sure to press the enter button to exit
the cell before clicking the display data. Orgs must have a “1” inserted before the five-digit number like
this -- “Ixxxxx” -- while activities must have 3 zeroes “000xxxxx” inserted before the activity number.
Projects do not require any numbers preceding the 8 digits. If you can remember this formatting, you
can manually insert the org/activity by using numbers on your keyboard. You can also use the look up
functionality which should automatically insert the correct format for you, see the next question for the
lookup function (see the next question).

How can | find a list of my activities, projects or orgs that | have been granted access to select from?

To pull up a list, first navigate to the cell in a report or template where you insert an org or
activity/project. If that cell contains a formula called “EPMSelectMember” then a user should be able to
view a list. To obtain a list of authorized orgs/activities/projects, simply double-click the yellow input
cell that contains the EPMSelectMember formula and a dialogue box should appear with a list. This list
may be in hierarchical form requiring you to unhide or ungroup to reveal the activity/projects or orgs.
There is a button to show the list in hierarchical or a list view. Also, in this dialogue box, a user can click
on the binoculars icon or “find” function to do a search to find what you are looking for. If you have a
parent org, children orgs should typically be grouped (+) with the parent and that goes for activities and
projects that roll up to an org in the hierarchical view. You may have to increase the size of the dialogue
box to see all relevant information. Groupings have a (+) in front of the org. Look for the (+), click it to
ungroup the children that roll up to the org. Also, you can use the “Display” function to switch between
seeing solely descriptions, ID’s or both.

Office o
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| have my activity, project, or org inserted, how do | display data now?

Templates and reports should use the same button, click “Display Data” when you have inserted the org,
activity, project and other criteria and are ready to visually see data. If you have entered in data
erroneously and perhaps notice errors, close the report/template and re-open it again for a fresh start.

How do | print a report or template?

Most templates or reports should be print ready, however, don’t hesitate to use Excel to customize the
print area, margins, etc. to fit your needs. Most, if not all, reports have a “print” button that you can
click to facilitate printing. You can also utilize Excel, File = Print.

Can | save a template/report to PDF?

Yes, and this year it has been made much easier for users. Users should be able to save the
reports/templates directly to their desktop from Citrix/EPM. This requires no additional setup simply to
create a PDF. Exporting Excel spreadsheets, on the other hand, may require additional setup such as
using a box account.

Can | open two or more of the same or different reports or templates simultaneously?

Yes, you can open and re-open multiple versions of the same template/report. If a template/report
errors out for some reason, you can close it and reopen an unused version of the template right away.
EPM assigns a sequential number each time a new template/report is opened. The total number of
windows possible to be open on your device, depends on your devices available resources to support
the number of windows you request.

What about that Navigation/Close Window/Quit EPM/Help toolbar, what does it do?

Use the “Navigate” button to switch between reports or templates. Use the “Close Window” button to
close the window of the current active screen. Click the “Quit EPM” button to do just that. Choose the
“Help” button to go to the EPM website.

Budget Input Section

Revenue & Expense Planning Template

Brief description of the template:

This template is used to input revenue and expense projections for your area(s), including salaries. It
can be used to budget at two levels. The activity/project level (by activity or project) or the fund level

Office o
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(by org & fund). You, the end user, can utilize this template to forecast revenues and expenses for the
present fiscal year which, in turn, should automatically calculate the cash balance for June 30th of the
current fiscal year. Also, the user can input the budget projections for the next fiscal year and the
subsequent June 30th cash balance for the next fiscal year should then be calculated. This information
then flows into other relevant reports, making this, and others similar templates vital to data entry in
the budget process.

Where do | insert the forecast for June 30th of the current fiscal year?

Input data into the column stating “FY 20xx Projected Jan-Jun.” The cells in this column should be
yellow indicating that they are input cells.

Where do | insert the budget amounts for the next fiscal year?

Input data into the column stating “FY 20xx Budget Total” which is directly to the left of the “Variance
Amount” column.

How do | Save Data?

This is one of a few templates where saving data is possible. Yellow cells typically indicate cells that you
can insert and save data. Once you have displayed data on the template the option to save data
appears. Click this option to save. This should pull up a dialogue box showing you how many records
should be saved, click "Ok" even if the number of records seems unorthodox. Then another dialogue
box should appear indicating whether your save was successful or failed. If failed, let the budget office
know. If successful, please proceed. The template should refresh, if the data remains, this refresh can
validate that the save was successful.

What does it mean to budget at the fund or activity/project level?

This means you can budget a group of activities that carry the same fund (2000, 6000, etc.) within one
particular org versus budgeting the same activities individually, one by one. Fund 1001 is the exception
to this and cannot be budgeting at the fund level.

How do | budget at the “Fund Level?”

To forecast at the fund level for the current and next year, the user should need to click the light blue
cell at the top left corner of the template from “Activity/Project” to “Fund,” then insert an org, select a
fund and click “Display Data.” Activities with the same fund that are budgeted at the activity level
should be carved out of the historic totals. Remember data saved at this level should not carry over to
PeopleSoft management reports for July 1st.

How to insert a new row for an additional account?
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To insert a new row, simply double click the “Insert New Account” button. Then type a valid account ID.
You cannot duplicate accounts or insert an account in the wrong section. Upon re-expansion the
accounts should re-sort ascending.

How do | budget one-time dollars?

Change the default from “N” to “Y” in the “One Time Y/N” column. This mainly effects the Fund
Summary line “One Time Revenue and Expenses.”

How do | update the budget spread or change the month to month spread?

First, change the default from “Even” to “Input.” Then click on the “Show Budget” box at the top right
corner. The cells should now be yellow, signifying input. This can be used to vary the amount from
month to month.

Can users insert numbers for accounts 49996, 49997, & 49999 for fund 1001 activities?

No. The budget office should save & push these numbers to the appropriate activity for the users.

What about 49998 for 1001 activities?

The user should have to budget benefits. Both income and expense. Account 49998 should always
equal account 59000 for 1001 activities.

Should formulas save?

No. Formulas that are used to calculate forecasted totals should not be retained once the saving
process has been initiated. All saved data reverts to values.

What about those columns that contain actuals, forecast, budget and variance information?

Several columns contain information that should help you to forecast, budget and observe variation.
The actuals should be based upon June 30th amounts from the prior fiscal year while the forecast
amounts from July to Dec should be actuals as of December 31st of the current fiscal year by account
code. The budget from the prior fiscal year should equal the amount that was entered and saved into
EPM during the previous year. The variance column subtracts the next year budget from the forecast
total. The percent variance takes the variance just mentioned and divides it by the forecast.

What is the funds available summary at the bottom of the template?

This area of the template attempts to show how an activity/project fund balance computes for June
30th for the next fiscal year given the data presently found in the forecast and budget columns. You'll
notice you have a beginning balance and then it takes into consideration the net income/loss for the
current and next fiscal years to determine the ending fund balance.

BUDGET AND INSTITUTIONAL ANALYSIS 11 | Page

THE UNIVERSITY OF UTAH



Speed Budgeting Template

Brief description of the template:

This template was created to decrease the number of seconds required to refresh and save data into
EPM. Also, it gives users another way to save data into EPM besides using the Revenue & Expense
Planning Template which is slightly more sophisticated and requires longer refresh times. Not only does
the Speed Budgeting Template refresh more quickly, this template was also designed to facilitate a copy,
paste and save method by activity/project which can tremendously speed up data entry into EPM.

Many of the user-friendly features found in the Revenue & Expense Planning Template have been
eliminated or stripped from this template. Those features slowed down the template from refreshing.
However, some validation features still remain to ensure proper data entry. We describe important
features in the next two questions.

What about that first tab in the Speed Budgeting Template?

This first tab allows an EPM user to insert and refresh data for an existing activity/project. You can
toggle between fiscal years with the time option but you shouldn't be able to save data (nor should you
try) in fiscal years that differ from the present budget cycle at hand. The first time you display data
within the template likely should not be as swift as the 2nd and 3rd times, which should demonstrate
much improved speed. In this tab, users can save to the Jan-June projected column or to the next year
budget, along with comments. Existing month to month information can also be changed as required.
In this first tab, users cannot change one-time revenues/expenses. Any existing dollar amounts
associated with revenue or expense accounts numbers can be modified in this template. To add new
accounts, users must use the second tab. EPM users can double-click on the “insert new acct” in red
font and the template should then populate the second tab with your current activity/project. Read
more about how to insert new accounts using the second tab in the next question. In the first tab, Fund
Balance and an abbreviated income statement is provided at the top right of the screen. This should
give a user a swifter way to see the financial state of the activity/project.

SPEEDIER BUDGETING 2.0 <=5

ACTIVITY No_ACTPROJ :No Activity Or Project
FISCALYEAR | 2021 FY 2021

BUORG NO_BUORG :No Business Unit Org
FUND NO_FUND :No Fund

What about the second tab in this template?
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The overarching purpose of the second tab called "Insert Accts" is to allow an EPM user to perform at
least two crucial functions. The first is to insert new accounts that don’t exist when refreshing the first
tab on an activity or project. The second function is to simultaneously update existing accounts and
insert new accounts by copying and pasting from a shadow system. For instance, to add new accounts
not found on the first tab, an EPM user can add accounts 40875 and 65500 if they need to forecast and
store their data. To add a new account in this tab, a user manually enters their activity/project at the
top left (or use the “Insert New Acct” double-click in the first tab). After inserting your activity or
project, insert the new accounts under the proper heading, and then proceed to insert amounts for
either Jan-Jun and/or next year. Once finished, click the save button. By doing so, the data should save
to the database. Once saved, these new accounts should appear on the first tab after refreshing. There
is a way to quickly refresh after saving data in this tab. Find and double-click the “Refresh Input Tab” cell
found on this second tab in red font. This is a shortcut to initiate the refresh process from the second
tab. Remember, accounts do not need to be in any particular sorted order to save on this tab. This tab
has some safeguards to prevent errors but please behave judiciously when using this template. For
instance, please do not use Excel functions to delete any rows. Simply zero out the account numbers
you do not wish to forecast. Don’t forget that users can modify existing accounts by using this second
tab too. For example, let’s say an EPM user saved data to office supplies account 62500, within this
second tab, and it already exists on the first. EPM should reflect the latest data that was number that
was last saved.

Another reason this Speed Budgeting template was created was to offer to EPM users a way to copy and
paste and save data from their shadow system for a singular activity or project. As an example, let’s say,
a user has an Excel based shadow system where they save their data and track their budget
development. By copying the accounts/amounts found in their shadow system and pasting them into
this tab, then clicking save, both existing and new accounts should be automatically updated when a
user refreshes the first tab. In summary, the first tab allows for existing accounts to be changed or
updated while the second tab allows for new or existing accounts to be saved and offers a way to copy,
paste and save data for both lump sums and month to month.

Insert New Accounts Template
Copy & Paste Method

Refresh Input Tab

f | : . FY2020

| . One- | | JAN-JUN FY2021

| __ACT/PROJ | ACCOUNT | Time ____ACCOUNTDESCRIPTION ' PROJECTED = BUDGET
1 00005793 Officesupplies 71,000 83,000
3 00005793 N [ExecutiveSalaries | 19000 52000
5. 00005733 N __ [Federal Work-Study 74,000 | 95,000
6/ 00005793 | N__|Excess Work-Study Earnings 84,000 | 58,000
700005793 | | _N__[Equip-NonCapit!$3,000-54,999 | 41000 32,000
8 00005793 N  Operational Supplies 17,000 | 54,000 |
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Universal Data Entry Template

Brief description of the template:

This allows an EPM user to save data across multiple activities or projects at once. It can save up to
1,000 lines of data at once. This is particularly useful if an EPM user has data stored in a shadow system
and simply wants to update EPM somewhat directly from the shadow system. It does not refresh or pull
data such as a report. Its sole purpose is to save data to the EPM system. This can rapidly expedite data
entry and is relatively easy to use.

Saving large quantities of data using this template:

An EPM user can save up to 1,000 lines of data in this template. However, be cautious that you save
large quantities of data during off-peak hours. It may take some time if utilizing the entire 1,000 lines,
especially during EPM peak hour usage.

Can | save across multiple activities or projects at once?

An EPM user can save up to 1,000 lines of data in this template. However, be cautious that you save
large quantities of data during off-peak hours. It may take some time if utilizing the entire 1,000 lines,
especially during EPM peak hour usage.

What does the clear button do?

This button was designed to clear any data found in the data entry columns of the template. By clicking
it, it should wipe clean the act/proj, account, Jan-Jun and budget columns. If you just saved data and
want to start fresh, click this button and it should clear the data found in those four columns.

Universal Data Entry

Activity & Project Level

Csave | clear

FY2020
i . JAN-JUN FY2021
ACT/PROJ | ACCOUNT ' PROJECTED BUDGET ACCOUNT DESCRIPTION

00005793 | 62100 | 5000

Consultants/Indep Contractors |
ition & '

N : 5Unré"c'aé'ﬁ'i"zed Account No.
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Rev/Exp by Org Data Entry

Brief description of the template:

This allows EPM users to view activities and projects for an entire org at the parent or child level. By
inserting a parent org, activity/projects should pull into this report. Instead of making updates to a
single activity/project at a time, in this template EPM users can make updates to multiple chartfield
combinations that roll up to a single or parent level org. A warning, users cannot insert activity/project
account combinations in this template. Only pre-existing data should pull into this template and users
cannot necessarily add any new lines. This input template currently works more efficiently at the
department level. It may operate relatively slowly with larger orgs. It contains two tabs. The first is for
data entry the second shows a pivot table illustrating the bottom lines related to the components of the
first tab. A more in-depth explanation is found below of the second tab.

Unique features:

The “unhide chartfield button” reveals helpful chartfield descriptions for BUORG'’s, activity/projects
and accounts. This is located at the top left. The “Zero out” feature located at the top right, if clicked,
will allow a user to zero quickly delete Jan-Jun and next year budget information. It also deletes month
to month information while still preserving the accounts 49996, 49997 and 49999 should they exist in
the user’s data pull since they are unauthorized for users to change. Also, filters have been added to the
column headings to allow users the opportunity to filter data.

Unhide
Chartfied

Info

The second tab contains a pivot table. This pivot table has been constructed in such a way as to display
each BUORG, it’s connected project/activity with its coinciding accounts. It can be expanded to reveal
account codes. The data should be arranged to calculate the BUORG's, activity/project bottom line. It
also allows for common pivot table features. Users can drill down into information by double-clicking
amounts. Use of common pivot table features apply. Also, users can filter by fund. The refresh pivot
button allows users to make updates to the first tab and refresh the pivot table without the need to
save data first. This permits what-if analysis. Make updates in the first tab and then press “Refresh
Pivot” in the second tab to see the results to the updated pivot table. This tab should be print ready.
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Goto Rev & Exp Pivot Report - Net Income by Org & Act/Proj g ﬂ
Input Tab X

Navigate Close Quit Help
Window EPM

Fund (al) - Refresh Pivot
FY 2020 FY 2021

Org | Act/Proj | Acct vl FORECAST BUDGET m

~100286

= 00005791
='1- Revenue & Transfers In

40385 0 0

49910 0 0

49957 94,000 94,000

49938 117,765 450,000

49999 1,063,293 1,040,147

40680 0 0

#2 - Personnel Expense (506,068) (1,238,051)

+3 - Non-Personnel Exper (124,634) (94,000)
Grand Total 644,355 252,096

Rev/Exp by Activity

Brief description of the template:

This template has three district reports in three different tabs. This report was created to provide EPM
users with a version of the Revenue & Expense Planning information more quickly. Faster refresh times
was the primary aim of these three tabs. In the first tab, this report mimics the revenue and expense
template and refreshes more quickly. The other two tabs and reports are similar except refresh even
more quickly and has summary information at the bottom to visualize the interaction of revenue and
expenses.

Rev/Exp Export

Brief description of the template:

This gives EPM users the ability to sequentially refresh up to 100 individual Revenue and Expense
Planning templates and then consequently prepare the workbook to export outside of Citrix. Below, you
can see there are three possible steps in using this template. Step 2 and 3 are essential and step 1 is
optional. Below is a description of each step.

Step 1: This first step is a report to help EPM users query a list of activities/projects to use in step 2. As
can be seen, step 1 allows users to select several different categories to query a list of desired activities
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or projects for step 2. Once you “Display Activities” (or projects) you can simply use Excel functionality
to copy and paste ‘as values’ into step 2.

Step 2: This second step allows a user to insert a list of up to 100 activity/projects. In the column that
states, “Insert Act/Proj Here” the user inserts their list of activities/projects. Each row represents a tab
or sheet from 1 to 100. By inserting an activity in sheet 1, when the workbook is refreshed, this should
then pull data for that activity in sheet 1. Users can also change the time. When a user has their list of
activities/projects inserted and the time set, the next step is to click the “Display Data & Prepare for
Export.” By doing this, users kick-off the process whereby VBA performs a set of steps to prepare the
workbook to be exported. Primarily, what happens once the button is clicked, is that unnecessary tabs
will be deleted first. At some point, you should see the tabs where the user didn’t insert an
activity/project in step 2, disappear. Then the process begins to refresh each remaining sheet. It will
take several seconds per sheet. Afterwards, each tab should be renamed according to the activity or
project found in step 2. Once the tabs are renamed, if you wish to export the workbook, proceed to
step 3.

Step 3: Once the data has been prepared for the list of activities/projects in step 2, step 3 gives an EPM
user a way to save the workbook. The workbook should be saved to the users Citrix G drive. At that
point, an EPM user must figure out a way to export the file from within the Citrix environment. Each
EPM user that is set up to access EPM should have a g drive. By clicking the “Export Button” or Excel
icon, the export process should commence by asking the user where they would like to save the
workbook. It should default to the users G drive. Once it has saved the workbook to the Citrix G drive,
the last step is to determine a way to retrieve the document from your Citrix G drive to your local
computer drive. As it stands, it will not save to your local computer drive. It takes one extra step to
retrieve the file now saved to the G drive. The goal now is to find a way. to get the file from the G drive
to your local computer. There are several ways to do this. A user can employ the MS Outlook Citrix
applications icon to launch Outlook and attach the file to an email. Sending an email using the Citrix
application Outlook icon is one way. Users can also use the Citrix Chrome icon to, let’s say, launch
Chrome and access Box.utah.edu to upload the file to the cloud and then use a local computer to
retrieve it. If you need additional assistance, feel free to contact the budget office for help.
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Revenue & Expense Export Report

STEP 1 BUORG| No BUORG [No Business Unit Org
Copy TIME 2020 Fiscal Year 2020

CATEGORY|  ACTUAL
|:> ACCOUNT|  REVENUE Display Activities

Use this report to find, copy and paste (as values - not formula's) activities or projects into the list on the right

FY2020
BUORG ACTIVITY FUND ACTIVITY DESCRIPTION " ACTUAL
"100215_PARENBUORG_100215 6000 'parent for HUNTSMAN CANCER INSTITUTE
Ld
Grand Total -

STEP2 Display Data &
Prepare for Export

*Time warning - each tab will take at
least 4 seconds to refresh plus additional
time for other report processing. Please
be patient as it works on your request.

sert the correct format for activities, either leading

[::> 2 five digits. No blank cell

Rev & Exp Tab Command and Control Center

Change *Don't Touch® Insert Act/Proj Act/Proj
Time Sheet# Act/ProjHere  Linked to Tabs Act/Proj Description In Error?
2021 | 1 |NOACTPROJ | N,
2021 | 2 |NO_ACTPROJ N
2021 3 NO_ACTPROJ [
2021 4 |NO_ACTPROJ N
2021 5  NO_ACTPROJ N7
2021 | 6 |NO_ACTPROJ N T
2021 7 NO_ACTPROJ N
2021 8  |NO_ACTPROJ M
02 1 9 NO ACTPROJ T
2021 | 10 | NO_ACTPROJ N7
2021 | 11  NO_ACTPROJ e
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Export Button

Important Note

Click the Excel icon to the left to export &
save this workbook to your citrix G:Drive or
UBox Drive. If saved to your citrix G:Drive,
you must find a way to save it outside of
citrix.

My Documents

Details

T ¥ -i."'-.F ] =
—— -
= _—
CYE R o - 0 Ea
- Home Share View Manage b .
4 == > ThisPC > u0023944 (\\hsc-evs03.ad.utah.edu\users) (G:) v & | Search u0023344 (\\hsc-evs03.. @
Name 2 Date modified Type Size »
# Quick access | Desktop to Outlook 2/6/20171:35PM  File folder
I Desktop # 4 Documents 12/11/202010:53 ... File folder
& Downloads # | Downloads 1/24/2019 10:39 AM  File foldes
[Z] Documents # | Energy & Geo Fund Summary Info 3-22-16  11/17/2016 3:23PM  File folder
=] Pictures + || EPMAppData 3/25/2020 1:44PM  File folder
+¢ Favorites 11/5/2014 253 PM  File folder
&8 This PC (@) My Data Sources 6/22/2015%47AM  File folder
[ Desktop | Oldy_AppData 11/5/2014 3:13PM  File folder
[ Documents || PC_MS 10/30/2018 2242 PM  File folder
$ Downloads || PC.NW 7/6/2015 3:47PM  File folder
D Music [ osc22c00 3/24/2020 10:26 AM  File 0KB
& Pictes [7] saas7200 2/21/20185:08PM  File 0KB
[ 11aca200 3/6/2018827TPM  File 0KB
I Vicecx [] 75862800 3/22/20185:36PM  File 0Ke
& CD Drive (E) [ 13377700 1114720171257 ... File 0KB
3.2d.uta [] 61244000 2/15/2018%:04PM  File 0KB
= UUHC (\\ad.utah.edu) (5:) [ 6252€200 1/8/2020 1:42PM  File 0KB
& v (L raoea0 SR8 521PM _ Fie oxe
I8 ssnrnsnn A AT A e A [ e
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Rev/Exp by Org

Brief description of the template:

This is a mirror image of the Rev/Exp by Org Data Entry template, only now, it is a much faster report.
The same options apply in this report as the Rev/Exp by Org Data Entry, only now, users cannot save
data. Due to this, the report should refresh much more quickly than its data entry companion. For
more information on the different features of this report, please refer to the Rev/Exp by Org Data Entry
template.

Required Reports

Fund Summary Report

Brief description of the report:

This report is a summarized representation of the data that was inserted into the data entry templates
for a given org. Executive leadership utilizes this report to understand the financial viability of an
organizations strategic plan for the next fiscal year. This shows key revenues, expenses and fund
balances for a particular org at the parent or individual org level. The report should automatically hide
relevant fund columns that do not have any data showing upon displaying the data. One-time expenses
appropriately tagged within the Revenue & Expense Planning template should show up here on the line
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called “One-Time Revenue & Expenses.” This report should show fund level cash balances based upon
your data entry.

Can | display data for parent orgs?

Yes, you can. To do so, insert the parent org by including “_PARENT” after the org using this structure
“IXXXXX_PARENT” and clicking display data and the report should sum all related children orgs.

BUORG 100050_PARENT |COLLEGE OF ENGINEERING
Activity/Project  [BUORG_100050 |Parent for COLLEGE OF ENGINEERING
Fiscal Year 2021 Fiscal Year 2021

Can | toggle or switch between fiscal years?

Yes, you should be able to select and view different fiscal years. Click on the desired year via the fiscal
year selector and then “Display Data.” When changing between fiscal years or orgs you must afterward
click on the “Display Data” each time to refresh the data.

BUORG No_BUORG No Business Unit Org
Activity/Project  [NO_ACTPROJ |No Activity or Project
Fiscal Year 2021 v cal Year 2021

2021

2 2020
Display Datpi{)

2018
2017
2016

How do | drill down to see the detail behind a number within these reports?

Many reports now have been provided to assist the user in uncovering the detail that sums into the
Fund Summary report. They can be found as links in the top right corner of the Fund Summary or in the
analytical report section of the menu. These also can be found in the analytical portion of the

Analytic Reports
FS Pivot Rpt
FS One Time
ES by Org
FS FB by Org

How can | know which accounts roll up to the Fund Summary categories?

Office of
BUDGET AND INSTITUTIONAL ANALYSIS
THE UNIVERSITY OF UTAH
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The account rollup has been included as a tab in the report allowing users to view how these accounts
rollup to each line item.

Report FS Crosswalk

SVPAA Recurring Commitments

Brief description of the report:

This report shows the recurring commitments pledged by the SVPAA for a particular org at the singular
or parent org level. These commitments are saved and pushed out to the relevant areas by the budget
office under account code “49996.”

What about account 499962

As mentioned, account code 49996 are recurring commitments from the SVPAA. This report provides
information for each commitment. If there are multiple commitments for one activity, this report
should show each individual commitment separately and distinctly. Conversely, when using other
reports or templates, these commitments are usually summed and provide no connected detail to
describe what each commitment entails. For example, in the Revenue & Expense Planning template,
these individual commitments should be summed together under account “49996.” These should also
appear on the Fund Summary and 5-Year Comparison reports under the row heading “SVP Recurring
Commitments” within the revenue section of the coinciding report. The budget office controls the
dollar amount that appears in this area. Any updates to this dollar amount need to be vetted through
the budget office.

5 Year Comparison Report

Brief description of the report:

This report displays five years of actual data in addition to the current year forecast and next year
budget numbers in a format similar to the Fund Summary report. The report also has the option to
switch between fiscal years and fund type. This report is useful to spot reasonable and unhealthy trends
and identify year to year variations.

What are those additional tabs? Does this report have charts?

Yes, this report does have two additional tabs which have visual charts. The 5 Yr Comp Detail tab allows
a user to pull in the activity and account information related to the first tab. The next tab called,
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“CHARTS” contains bar chart graphs showing subtotals found in the first tab. This relies on the
information found in the first tab. If the first tab is refreshed for a given BUORG, then this “CHARTS” tab
should reflect accordingly. The next tab called “CHARTS (LINE SELECT)” has one chart that allows the
user to select a specific line found in the first tab (i.e. Consultants, Faculty, Revenue, etc.) to visualize.
The last tab is the FS crosswalk used to ascertain which accounts rollup to which line items found on the
first tab.

REPORT 5 Yr Comp Detail CHARTS CHARTS (LINE SELECT) FS Crosswalk

What about that plus (+) sign at the bottom, what does that do?

Ungroup the bottom to see dollar and percent changes from year to year. This is a recent addition to
the report. To ungroup, simply click on the (+) sign at the bottom left side of the screen below “FUND
BALANCE AT YEAR END.” To re-group, click the (-) sign.

-y

+| 8 Ungroup (+) for $ & % A Chg
83

New_ Funding Request Template

Brief description of the report:

This template was created to gather, centrally, each of the new funding requests from the organizations
around campus. It allows users to save these requests in the format that the budget office requires to
appropriately evaluate and review them. It also has a report that allows users to display saved requests,
showing the amount and date approved for a particular org or parent org. Helpful comments have been
inserted at each header to help explain the template. Hover over the heading to receive helpful
information on filling it out.

How should | go about initially refreshing data on this template?

First, please insert your relevant org at the highest level and click on "display data." You should see a
large warning sign when opening this template. Feel free to delete it after noting the message. The
reason for this request and first step is that the template should pull in fund balance information that
relies on this highest-level org. If an incorrect org is entered the fund balance will not reflect correctly.
At first, when you initially refresh the template, if no prior data entry has been done, nothing should
appear initially unless you have saved information already that connects to the org. However, this initial
refresh should allow EPM to pull in relevant data to populate the two threshold columns.
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( DON'T FORGET!!!! \
Please insert your BUORG at the "highest level" for your
org/area BEFORE clicking "Display Data" and

completing/saving any lines (this is for threshold columns).

This may or may not require using " Parent." Thank you.

l After reading this carefully, feel free to move or delete this box/reminder. )

Can |l insert new lines? How so?

Yes. Double-click the "Insert New" cell. This should allow a user to insert as many rows as required.

Insert New

What are those two new "Threshold" columns?

The threshold columns are new this year to the template. One of the thresholds pulls in 2% of base
funds (4999, 49997, 49996) while the other carves out 7% of an org's 1001 fund. These rely on the initial
refresh on the correct org to pull in correctly. If a budget request (total dollar request) is found less than
these thresholds, they should highlight red. These are one measure indicating possible available
resources that a college or area might have at their disposal to pay for relatively small new funding
requests.

Threshold #1 2% | Threshold #2 7%
of 1001 Base = of 1001 CF

Do | need to complete all columns before saving?

Yes, this template is structured not to allow a user to save data until each line inserted has each row
completed. If you have questions about how to fill out the yellow-filled cells, please contact our office.

Completeness Check
9 items remain inc_omp_lete
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Can anyone save data using this template?

Currently, this template can be accessed by any EPM user, however, only allows a pre-approved list of
unids to save. If a user is not on that list, it should not allow the EPM user to save data to the system.

Multi-Year Budgeting Template

Brief description of the report:

This multi-year budgeting template has been developed to provide central leadership with an idea of an
organization’s 5-year strategic financial plan. This template mimics the 5-Year Comparison and allows
the user to save information at a summary level. That's a vital point to remember regarding this
template. It allows the user to save numeric information at the summary level of the 5-Year Comparison
categories (Revenue, SVPAA Recurring Commitments, Faculty, Benefits, Equipment, etc...) and does not
require users to budget at the activity level. This template requires the user to budget information at
the "Org" and "Fund" levels within each Fund Summary category. Once information has been inserted,
there are charts available in other tabs to help visualize an organizations financial plan for several years.
Below, each tab found in this template is described and its purpose outlined.

Can | save data at the Parent Org level in this template in the input tab?

The user shouldn't be able to save data to a parent org in the input tab. The user should be allowed to
save data only to a base level org (child org - 1xxxxx) and should not be able to save information to a
parent org (1xxxxx_Parent). This is an important point to note as the user ventures to use this template.

Microsoft Excel X

REFRESH ALERT: Saving data using a parent org is prohited in this template (i.e.
using org's ending with '_PARENT"). Please revise or change the org and try
again.
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Can you tell me more about the different tabs?

There are four tabs total within this workbook.

Multi-Year Projection Input Template

The first tab allows the user to select an org and fund and subsequently insert 4 additional years of
budget information (beyond what was already done at the activity or fund level already) and save this
data to EPM. This tab is meant to save data only and not to perform reporting. Reporting is in the
second tab. In this tab, there are several additional buttons to help EPM users with their data entry.
They are called, “Action Buttons.” Each one performs a different operation in the worksheet to help
facilitate completion. There are imbedded comments in cells to the right of the action buttons that
when hovered over will offer a few directions on what each button does. The first button called, “Clear
Input,” should zero out the input cells alone. The second, called “Reset to Save,” should reset the input
cells to what is found in the EPM database. “All insert formula,” inserts a projection formula into the
input cells. Next, the “Conditional Insert Formula,” this should insert projection percentages when an
input row has no saved data. If an input row has saved data, it should skip that row. Lastly, “Reset All
Forecast %’s” should reset all the projection percentages to their default formula. The “3 Yr Avg Same %
YTY” column has formulas that are a three-year rolling average of the actual, forecast and budget
amounts. The formula reverts to zero if the average is an error due to one of the years being empty. A
user can change this number at their convenience. Finally, the cell with a bold border, currently found
in cell X11, allows a user to populate the same percentage across projection years. When default
formulas are found in the projection columns, use this cell to change the cells ubiquitously.

Action Buttons
1 Clear Input
2‘ Reset to Save
3 All Insert Formula
4 Conditional Inser Formula

3. All Insert 4. Conditional 5 Reset All Forecast %'s
Formula Insert Formula *Hover over numbers for information

5. Reset All Forecast %'s
0% Change All Projecte

1. Clear Input 2. Reset to Save

Programmed Projected Percentages
(3YrAvg)
Same %  FY 2023 FY 2024 FY 2025 FY 2026
Yy PROJECTED PROJECTED PROJECTED PROJECTED
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Multi-Year Projection Report

The second tab called "Rpt" allows the user to display data for Parent Org's and selected funds. This
template does not allow users to save data. The first tab does this. This tab allows users to pull in data
for a parent org or multiple funds. It is likely required after an EPM user has entered in data on the first
tab for several orgs.

The third tab called “A Form” is a template to insert the assumptions that buttress your projections
found in the multi-projections report. This template, as the note below indicates, allows users to save
their data if they desire. Data can only be saved at the individual org level and not the parent level.

@ N
' IMPORTANT NOTE: You can now save your

comments within this report to an individual
org. Don't use parent org's. Please feel free to
delete or relocate this notification.

The fourth tab called "Charts" shows table and chart information connected to the "Rpt" tab. When an
EPM user runs the report tab, the chart tab should populate accordingly.

L3

#0095

200,000, 00¢

REVENUE, EXPENSE & NET INC/LOSS Fu YEAR END
800,500,000
) " 27,307 411
o .
S 250.359,820
250,000,000 .

400,000,900 08300688 211964368

s e . . 184,052571

.
" 136,092,001
N RO . ErTrrT—

The fifth and last tab is an FS crosswalk in case an EPM user would like to understand which accounts
rollup to which line items on the input or report tabs.
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Faculty Promotions Template

Brief description of the report:

The faculty promotions template was built to store faculty promotion related information normally
distributed to the budget office each year outside of the EPM system. This information can now be
captured in the system and tracked from year to year. This is a relatively simple template with three
cells where an EPM user should enter data and save. Please note that only authorized users should have
the ability to save to this template.

( PLEASE NOTE )

EPM users must have approved specific dean level security
access to save data within this template. Please check with
your dean if you don't have access to save data. Thank you.

(ﬂuf‘ter reading this carefully, feel free to move or delete this box/reminder.

Can | save data to any activity in this template?

The user can save to any activity that they have security access to within this template. The user should
insert a unid and an activity in which to transfer the funds. Once done with the unid and activity, a user
should select a promotion for the employee from the drop down. The rest should auto-populate.

How can | insert a new line?

Double-click the "Insert New" text and a new line should appear.

Budget Reports

Activity Summary by Org

Brief description of the report:

This report displays for a selected org or parent org, fiscal year and category (i.e. budget, forecast or
actuals) a list of activities that roll up to the org. This format is connected to the fund summary. In fact,
the bottom line information should tie directly to the fund summary report when both this report and
the fund summary are run for the same org and level. The headings for each column should match the
major subtotal lines found on the fund summary report. This report can be effective tool for balancing
after data entry by activity and/or fund has been completed to some extent.

BUDGET AND INSTITUTIONAL ANALYSS 28 | Page

THE UNIVERSITY OF UTAH



Org Report for: No_Buorg - No Business Unit Org

| TOTAL

ORG ACTIVITY ACTIVITY DESCRIPTION FUND REVENUE

Can | see more detail or fund balances?

Yes, the revenue section is the only section that can be broken out into subgroups by clicking the (+) sign
at the top “(+) Revenue Detail.” You can also see the fund balances per activity by ungrouping at the top
right corner of the report “(+) Fund Balances.”

(+) Fund Balance (Actuals Only)

What about those other tabs related to fund balances and line item comparison?

There are two other tabs, for a total of three, in this report workbook. The second tab entitled “Report
FB” allows a user to display a list of fund balances by activity or project for a selected org which should
tie directly to the fund balance report fund balances for a given time period. The last tab or report
shows variation between next year budget, this year forecast, last year budget and prior year actuals by
activity as found in the fund summary. This should help users identify which activities contribute to
variation on the fund summary.

Report FB Report FS Act Comp

BUDGET AND INSTITUTIONAL ANALYSS 29 | Page

THE UNIVERSITY OF UTAH



Fund Summary Pivot

Brief description of the report:

This report can provide activity and account detail level data that rolls up to the various numbers found
on the Fund Summary. The report is a pivot table that mirrors the fund summary for a particular actual,
forecast or budget category found on the Fund Summary report. For example, if you would like to know
what activities and accounts roll up into an organization’s 1001 fund for its budget next year, an EPM
user could run this under the faculty category on the Fund Summary, running this report should allow
you to drill down into that number and see activities, accounts and amounts related to that number.
Since you can use this for any category (i.e. budget, forecast and actuals), it can be very useful.

g O 00286 Budget And Analysis - |Budget For Fiscal Year 2021}
FUND SUMMARY REPORT Funds .
|2FS
-111001
EE&G STATE  FY 2021 BUDGET
100286 (BUDGET AND ANALYSIS) 1001 TOTAL Z1- REVENUE
=1 - REVENUE
REVENUE 03 - BASE FUNDNG (NPS) 94,000
REVENUE . . = 04 - BASE FUNDING (PS) 1,040,147
SVP RECURRING COMMITMENTS = = : 05 - REIMBURSED STATE BENEFITS 450,000
BASE FUNDING (NPS) 94,000 94,000 94,000 I
BASE FUNDING (PS) 1,040,147 1,040,147 1,063,203 1- REVENUE Total | 1,584,147
REIMBURSED STATE BENEFITS 450,000 450,000 117,765
NET OTHER TRANSFERS IN - . . - REVENUE Total | 1,584 147
NET OTHER TRANSFERS OUT . . . : | 84,
EXPENDITURE RECOVERY - : -
JOTAL REVENUE 1,584,147 L3sA147 1275057 92 - EXPENSE

orG B aci/erol B account Bl runp B subcategory B pescription B Reva.Exp Bl pETABUORG B DETAILACTPRO) B DETAILACCOUNT B FS_vs_NFS B Amount *-1 Bl Fund Sum Desc 1 Bl 2021.107AL S
100286 00005791 49997 7001 1-REVENUE  03- BASE FUNI 1- REVENUE 100286 - BUDGET , 00005791 - BUDGET 49997 - NONMN TRF FS 34000 BASE FUNDNG [NPS 34000,

How do I filter data on this report?

There are two primary slicers or filters on the top right. Use these to filter out funds after you have
displayed data for an org. It's important to notice the three notes to the right of the slicers. Initial “FS”
in one slicer relates to funds on the fund summary and “NFS” relates to funds not found on the fund
summary. You can filter data with these to show all applicable funds or only those funds found on the
fund summary (“FS”) or those not found on the fund summary (“NFS”).

Pivot Report Filters/Slicers
FS_vs_NFS i= FUND =
FS 1001 S
NFS | 2000 |
2500
5000 v
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How do | get to the detail again?

Pivot tables are drillable. Simply double-click a number which should pull up a separate tab with the
activity and account detail for that number.

N

FS One-Time Report

Brief description of the report:

This displays one-time entries made throughout an org or parent org. These one-time entries can be
flagged while using the Revenue and Expense Planning or Universal Data Entry report. This has
particular relevance to the Fund Summary report which one-time entries impact as shown in the image
below. This report pulls in the org, activity, fund, account and amounts by org. It also displays the data
in a pivot table summary.

{ONE TIME REVENUE AND EXPENSES
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FS by Org

Brief description of the report:

This report is particularly helpful when a user has multiple orgs that roll up to a parent org and would
like to understand how these orgs flow on the Fund Summary report. Also, if an EPM user would like to
see the data ordered by activity, this report can display activities horizontally. This report can be run for
a parent or an individual org. As for the design, the report refreshes a pivot table that is designed to
show orgs horizontally and fund summary line items vertically. Users can ungroup the activities that roll
up to an org horizontally. They can also use the slicers to filter by any fund of choice. This report is also
drillable, since it is a pivot table. Simply double-click and the detail should appear in a separate tab.

v

102286 - BUDGET |
+ UOFU PROCESS

Fund Summary Rollup | :
+ 01 REVENUE | 24,968,308 | |
__#102 SVP RECURRING COMMITMENTS | 40,000 | |
/03 BASE FUNDING (NPS) l | 62,434,069 | |
+ 04 BASE FUNDING (PS) ’ 133,366,821 | :
102286 - BUDGET
UOFU PROCESS
Fund Summary Rollup @15936 100005937
| +01REVENUE | |
|_#02SVP RECURRING COMMITMENTS | |
| +03 BASE FUNDING (NPS) [ 4,644,000 | 9,244,650
+ 04 BASE FUNDING (PS) (55,735)|

FS Fund Balance by Org

Brief description of the report:

This report is particularly useful for EPM users that would like to identify which orgs and activities that
impact the fund summary report. There are two tabs for this report. For the first tab, an EPM user will
select a parent or individual org, run the report which should refresh the pivot report, displaying an org
or several orgs if applicable. When an EPM user clicks on the plus sign next to an org, the pivot table
report should ungroup a list of activities, as shown in the images below. This data should map back to
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the fund summary fund balances giving the user a precise view of which orgs/activities are impacting the
numbers connected to the fund summary balances. Filters at the top of the pivot report allow users to
filter by fund. The pivot report found in the second tab differs from the first tab in that it shows
horizontally at the top, the funds and vertically the org/activities that tie to the fund summary.

ORG / ACTPROJ
2286 - BUDGET UOFU PROCESS
rand Total

ARt Y euvey Y vy 1 sues rysuss

3UORG [ ACTPRO) - ACTUAL FORECAST NET INC/LOSS FORECAST BUDGET NET INC/LOSS BUDGET
= 102286 - BUDGET UOFU PROCESS 136,209,379 (65,524,666) 70,684,713 (22,537,693) 48,147,020
00005936 - T53 RESIDENT 2-YR/MISC T-WAIVE 1,556,116 1,556,116 88,265 1,644,381
00005937 - T53 RESIDENT 4-YEAR TN-WAIVERS 1,402,352 1,402,352 286,650 1,689,002
00005939 - T53 NONRES MERIT/ATHLETE T-WVR 5,786,210 (5,786,210 291,200 (5,495,010
00013373 - T52 RESIDENT ATHLFTIC WAIVERS 187.459 187.459 o 187.459

FS FUNDS
1- E&G State 2 - Dept Oper 1- Owverhead 4- Dept Oper 5 - Restricted 7 - Other State 9- Plant 7000~
1001 * 2000 % 2500 # Other = Gifts 6000 * 6300& 6301 ~8-USTARG302 = 7300 Grand Total
BUORG / ACTPROJ «

= 102286 - BUDGET UOFU PROCESS 12,190,552) 56,291,587 [47,785,561) 56,141 8,286,538 (76.4748) 359,220 43,206,121 48,147,020
00005536 - T53 RESIDENT 2-YR/MISC T-WAIVE 1,642,381 1,648,381

00005537 - T53 RESIDENT
00005939 - T53 NONRES M
00013373 - T53 RESIDENT
DO001520 - TA COMPUTIN:

1,689,002

5 Yr Comp by Org

Brief description of the report:

This particular report contains two tabs that can assist EPM users to drill down to the activity/project
and account level if they have questions that emerge from the five-year comparison required report
found on the main menu.

First tab description:

The first tab essentially is a report that should tie directly to the five-year comparison required report.
As such, it is a pivot table that mirrors the five-year comparison required report and is drillable like other
pivot tables. Similar to other pivot report in EPM, users can ungroup and reveal org, activity and account
level information by line item as shown below. When this report is first refreshed at an org level,
revenues and expenses will both show as positives values. If an EPM user would like the expenses to
change to a negative sign and reveal the grand total at the bottom, users can do this by clicking the
black filled button called “Show Grand Totals and Flip Signs.” This runs a program which will change the
expenses into negative signs and include a grand total at the bottom of the report, effectively revealing
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the net income/loss found on the five-year comparison required report. Finally, don’t forget that users
can filter the data by fund. There are slicers located at the right to allow for this.

Second tab description:

The second tab gives users the ability to look at a specific line item found on the five-year comparison
report and understand which account codes rollup to any given line item. There are slicers to the right
side of the report to facilitate this exercise. Let’s say, for instance, that an EPM user would like to
understand what accounts roll up to the “Other” non-personnel category on the five-year comparison
report. To do this, an EPM user would insert an org, run the report, locate the line item in the slicer
such as “Other-Non-Personnel,” and click on the slicer. This will filter out any other account codes and
reveal those that roll up to that line item. This report can also have positive signs flipped and grand
totals added similarly as found in the first tab.

i YR Fund Desc: (All) & individual Fund(s) 1001 FY 2015 FY 2016 FY 2017 FY 2018 FY 2019 FY 2020 FY 2021
ACTUAL ACTUAL ACTUAL ACTUAL ACTUAL FORECAST BUDGET
=01 REVENUE
= 00005791
40385 0 0 6 0 65 ] 0
40680 0 0 0 0 8,860 0 o
=03 BASE FUNDING (NPS) 54,000 54,000 54,000 54,000 94,000 94,000 94,000
+ 04 BASE FUNDING (PS) 698,488 1,024,946 1,123,925 721,402 1,028,920 1,063,293 1,040,147
=05 REIMBURSED STATE BENEFITS 288,558 322,149 400,947 202,261 162,518 117,765 450,000
# 06 NET OTHER TRANSFERS IN 212,387 107,625 142,889 84,680 8439 0 0
=07 NET OTHER TRANSFERS OUT 0 0 (500) 0 51.248 o 0
+08 EXPENDITURE RECOVERY 0 0 0 0 (240) 0 0
+ 09 FACULTY (47.176) 0 0 (157) 0 o 0
# 10 SALARY STAFF (798,053) (956,866) (1,111,737) (625,721) {510,886) (388.304) (788,051)
#11 HOURLY STAFF 0 0 (500) 0 0 0 0
#13 OTHER - SALARY & WAGES 0 (609) (15.622) (2.300) (10,000) o 0
« 14 BENEFITS (288,558) (322,149) (400,947) (208,261) (162,518) (117,765) (450.000)
# 15 CONSULTANTS (53,599) (101,144) (19,091) 0 (15,724) (9.010) (3.350)
=16 EQUIPMENT 0 (9.474) (1.600) (8.926) (1,540) (] 0
# 18 REPAIRS & MAINTENANCE (5.300) (1.378) (2.190) (7.568) (1.090) (562) 0
19 SCHOLARSHIPS/FELLOWSHIPS (400) (3,384) (4.866) (1.413) (3.384) (13,349) 0
# 20 SPACE RENTAL 0 ] 0 (1.120) 0 0 0
# 22 SUPPLIES (21.253) (29,102) (41.220) (28.852) (27.249) (22.145) (22,250)
#23 TRAVEL (12,839) (29,894) (14,250) (16,425) (22,233) (9.121) (1,000)
# 24 UNIVERSITY SERVICES (253) (12) (12) (79) ] 0 0
25 OTHER - NON-PERSONNEL (66.830) (88,588) (88,885) (79.035) (94,739) (70,448) (67.400)
rommd Tasal AR 8T 23 oo W AL o9 Aoc ENa acc £AA JEC A MBS

SHOW GRAND

TOTALS & FLIP SIGNS
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LINE ITEM DESCRIFTION SELECTED: (ANl SELECTED ORG: 100286 - BUDGET AND ANALYSIS

1st Acct ES YR Fund Desc: (All) FY 2015 FY 2016 FY 2017 FY 2018 FY 2019 FY 2020 FY 2021

in GL Range [Fund: (All) ACTUAL ACTUAL ACTUAL ACTUAL ACTUAL FORECAST BUDGET
51801 9/12 Earned Not Paid 0
51800 §/12 Paid Not Earned 0
52200 Additional Compensation 15,000 2,300 10,000
64200 Advertising 315
65500 Business Meais/Entertainment 763 385 317 134
51000 Clerical & Admin - Other Salar 133,847 136,500 141,500 145,500 152,351 159,000 152,813
62700 Computer Services 58,783 78,684 76,410 65,204 82,672 57,774 58,000
62100 Consultants/Indep Contractors 53,599 101,144 19,091 15,724 9,010 3,350
59000 Empioyee Benefits 288,558 322,149 400,547 208,261 162,518 117,765 450,000
66000 Empioyee Morale 232 544 7 405 329 150 150
61300 Equipment Credits 4,093
61400 Equip-Non Capitl 53,000-54,999 8,474 1,600 8,926 5,633
50000 Executive Salaries 25,853
68500 Expenditure Recoveries 240
50200 Faculty Salaries 47,176 157
53000 Hourly 500
62600 Lab And Technical Supplies 679
66200 Licensing Fees 520 644 4,674 963 909 1,000 1,000

Multi-Yr Org Report

Brief description of the report:

This report allows EPM users to drill down into the information found on the Multi-Year required report.
This report has two tabs. Each are described below in detail.

First tab:

In the first tab, EPM users can ungroup or drill down into the line item detail. This means an EPM user
can ungroup and reveal the org, activity and/or account for each line item and look at the associated
trend via the pivot report.

Second tab:

This second tab contains a report that can display the data in a slightly different way than the first tab.
In contrast to the first tab, this second tab displays data so that the multi-year orders the data first by
line item found on multi-year required report, then by fund then by org. Having the data ordered in this
way allows EPM users to easily spot data entry gaps and look at trends by fund and org for irregularities.
This should provide a helpful resource to those doing data entry on the multi-year plan.

BREC Report

Brief description of the report:

This report was created to help facilitate the annual base budget (fund 1001) reconciliation and
incremental increase process between the budget office and the colleges or organizations that receive
base or 1001 funds annually. This report allows for historical searches with a year selector and even
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more vitally, it shows mid-year changes that affect the department or colleges base and the detail
surrounding those changes.

What does that Mid-Year Report tab show?

The Mid-Year report was created to show the detail surrounding the changes from the prior year base
budget to the present. Once the base is set for a given fiscal year, changes should occur affecting base
budgets throughout the fiscal year. The budget office should make these changes or updates
throughout the year and these should be reflected in the Mid-Year report. This should help when
reconciling with the Budget Office and understanding an areas base budget.

Actual Reports

Variance Workbook

Brief description of the report:

The series of reports found in this workbook were created to allow the budget office, and any other EPM
user, to review variances for a particular organization. This workbook contains several different tabs.
Each tab offers a different way of reviewing variances. A core similarity held by most of the tabs is that
majority of the tabs show information in a budget to actual format and display data often in a fund
summary fashion. Each tab is touched upon below.

Variance

the difference between our results and expectation

Tab 0) Variance Reporting Workbook Menu

First and foremost, this tab allows an EPM user to insert an BUORG, select a fiscal year and choose a
month during the fiscal year. When the report is run by clicking display data, these selections impact
the data for each of the 9 tabs. The data should be fiscal-year-to-date data for both actuals and budget.
However, the way the data shows fiscal-year-to-date depends on how the month to month spread was
saved to EPM. Also, this tab has links to directly access each of the 9 different tabs along with brief
explanations about each tab when an EPM user hovers over the cell to access the comment.
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Insert OrglD & Launch Report

BUORG
FISCAL YEAR
MONTH

No_BUORG
2021
2021.JUN

No Business Unit Org
FISCAL YEAR 2021
JUNE OF 2021

Tab 1) Fund Summary Pivot Variance Report

This first report mimics the Fund Summary required report in the form of a pivot table. Slicers or filters
can be found on the right. This pivot table is drillable. Remember, the acronyms FS and NFS stands for
Fund Summary" and "Non-Fund Summary." You may see this used in several places throughout the
various reports within the workbook. If you see information indicating "Outside FS" that means that the
account codes or funds are not found within the current Fund Summary scheme.

=1 - REVENUE
='1- REVENUE
+01 - REVENUE

+03 - BASE FUNDNG (NPS)
+06 - NET OTHER TRANSFERS IN
+07 - NET OTHER TRANSFERS OUT

1- REVENUE Total
1- REVENUE Total

=2 - EXPENSE
=3 - BENEFITS
+01 - BENEFITS

3 - BENEFITS Total

=4 - NON-PERSONNEL
#01 - CONSULTANTS
#02 - EQUIPMENT
+05 - SCHOLARSHIPS/FELLOWSHIPS
#11 - OTHER
13 - BAD DEBT
4 - NON-PERSONNEL Total

2 - EXPENSE Total

Grand Total

Fiscal Year 2021
Budget

33,156,878
(622,943,370)
131,291,813
(229,849,820)

(688,350,499)

(688,350,499)

(1)
(1)

0

0
(12,755)
(100,870,955)

0
(100,883,711)

(100,883,711)

(789,234,210)

Fiscal Year 2021
Actual

353,246,959
(622,949,370)

67,858,770
(96,753,848)

(298,597,489)

(298,597,489)

(5,409,925)

(5,409,925)

(2,500)
(87,227)
(17,838,648)
(54,937,434)
(452)

(72,866,320)
(78,276,246)

(376,873,735)

Fund Selection (All)

var$

(320,090,081)
0
63,433,043
(133,095,972)
(389,753,010)

(389,753,010)

5,409,924

5,409,924

2,500
87,227
17,825,893

(45,933,462)
452

(28,017,390)
(22,607,466)

(412,360,476)

~845300701.6%

Var %

-965.4%
0.0%
48.3%
57.9%

56.6%%

56.6%

845300701.6%

-139752.6%
45.5%

27.8%
22.4%

52.2%

Tab 2) Summary Variance Report

This report can be used by OBIA to review colleges and organizations for notable variances. It can be
similarly useful to general EPM users, especially at the college or dean level. This report pulls data from

Office of
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the Fund 1001 Variance Report, Non-Fund 1001 Variance Report tabs and the Unbudgeted Activity
Report. These are tabs are found throughout the workbook. This report is not a pivot table,
unfortunately, so the user cannot double-click and get the detail. The detail can be found on the tabs
the headings refer to, “Fund 1001 Var Rpt” and “Non-Fund 1001 Var Rpt.” Statistics are displayed on
this tab once an EPM user clicks the “Display Variances” button.

If the EPM user clicks the "Display Variance Reports" button, two new tabs should appear. These new
tabs display line by line variances that should tie to the "Variance Report Review" for Fund 1001
(Expenses) and Non-Fund 1001 (Expenses). You can change the thresholds on the appropriate tab and
rerun the report for updated results. It's important to remember that this report is only looking at the
expenses at the org level in fund 1001 and non-fund 1001. The non-fund 1001 report uses similar logic
as the Fund 1001 (Expenses) section except it looks at Fund Summary related funds excluding 1001
when identifying variances that exceed the user specified thresholds. The unbudgeted activities section
identifies the number of activities both fund 1001 and non-fund 1001 that may not have been budgeted
the previous year.

SUMEYT M SO WIS I S9SN ES  IUIVE TS B I Y A § T I T WA LR T, AR A G §

Fund 1001 (Expenses)

Variance Report

Mcodz Riviaw W00.L00 0.00%| Berwiz Vaiiances!
Faculty Salaries

Mon-Fund 1001 (Expenses)

B | SetThesholds
o St Ththlde
Necds Remew 100,000 $0.00%
Wi § foe & Ve 0,000

Unbudgeted Activities

Nor-Fund 1001 Activities
Exceeding the $50,000 Theeshold:

3 Encocdng

Foatmote: TAE GOt dovs 10t HEesent an sl inchisie Statemeet rgarding o aCHed Wy

#ad it kot ssshna

Display Variance

Reports
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F 1001 Rpt | NF 1001 Rpt

yany vans ey vanm

Heeas sevew| 00w 195 No Review Nesded sl oo

S Min 5 for % Var 10,000 My Need Review 20,000 | S5.00%

'Fund 1001 Variances o _ o FISCAL YEAR 5001 - PERIOD ENDING: JUNE OF 201 Neads Raview 100,000 | 10.00%

FUND -|  CATEGORES |  BUDRGS& DESCRIPTION -] eupcer -| actum -] wams | wamz -] HoBuages| =iy

g ] ] (5.409.5100 5.409.5% | ! Min § for % Var 10,000
r 0]  mos0sa 50035

*Static Thresholds
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Tab 3) Variance by Fund Report

This report displays a very summarized variance by fund for a selected org. Revenues are on the top
and expenses below by each fund, further grouped by funds included or excluded within the current
fund summary. Also, users can ungroup (+) to drill down into the information. Remember "FS" and

"NFS" are acronymes, FS = Fund Summary related, NFS = Non-Funds Summary.

VARIANCE BY FUND
All Orgs Selected
FISCAL YEAR 2021 -- PERIOD ENDING: JUNE OI FY 2021 FY 2021
-1 BUDGET ACTUAL VAR $ Var %
=1 - REVENUE
aFS
#1001 (622,949,370) (284,039,706) (338,909,664) 54.4%
2000 (8,829,658) (11,410,341) 2,580,683 -29.2%
@ 6000 (3,200,642) (5,062,507) 1,861,866 -58.2%
= 7000 (217,367,787) (75,037,094) (142,330,693) 65.5%
«7100 32,368,697 5,654,592 26,714,105 82.5%
#7200 95,786,424 53,909,229 41,877,195 43.7%
= NFS
#8500 (20,219) 20,348 (40,567) 200.6%
# 8700 34,362,631 15,832,377 18,530,254 53.9%
= 8800 1,043,960 331,209 712,751 68.3%
9900 455,464 1,204,404 (748,940) -164.4%
1 - REVENUE TOTAL (688,350,499) (298,597,489) (389,753,010) 56.6%
=2 - EXPENSE
= FS
#1001 0 (23,500,303) 23,500,303
= 2000 (1) (15) 14 -2225.0%
# 2500 (12,755) (40,102) 27,347 -214.4%
#7000 (6,000) (90,227) 84,227 -1403.8%
#7100 (53,000) (27,000) (26,000) 49.1%
#7200 (100,291,151) (53,941,280) (46,349,871) 46.2%
= NFS
« 8800 (260,635) (131,809) (128,827) 49.4%
#9900 (260,169) (545,510) 285,341 -109.7%
2 - EXPENSE TOTAL (100,883,711) (78,276,246) (22,607,466) 22.4%
GRAND TOTAL (789,234,210) (376,873,735) (412,360,476) 52.2%

Office of
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Tab 4) Department by Fund Variance Report

This report shows variances by a summarized revenue and expense category at the left, followed by
fund, then by departments that roll up to a parent org, if applicable. EPM users can click the ungroup [+]
button above the column H or the “Unhid Act/Proj Account” box to reveal activity and account
information. This is a pivot table and can be drilled and there are many slicers or filters found at the
right to narrow the results.

Unhide
College/Area - University Financial Functions - 100302_Parent m

Act/Proj

Account FISCAL YEAR 2021 - PERIOD ENDING: JUNE OF 2021
FY 2021 FY 2021
REV & EXP «1| FUND ! | ORGANIZATIONAL UNIT =l | BUDGET ACTUAL VAR S Var %

=1- REVENUE =1001 #100302 - UNIVERSITY FINANCIALFUNCTIONS | (622.949.370)  (284.039.706)  (338.909,664) 54.4%

1001 Total (622,949,370) (284,039.706) (338,909,664) 54.4%

= 2000 + 100302 - UNIVERSITY FINANCIAL FUNCTIONS | (8,829.658) (11,410,341) 2,580,683 -29.2%

2000 Total | (8.829.658)  (11.410.341) 2580683 -29.2%

= 6000 +100740 - JOHN R PARK CHAIR | 203,993 100,770 103,229 50.6%

+100302 - UNIVERSITY FINANCIAL FUNCTIONS | (3,404 641) (5.163.278) 1,758,637 -51.7%

6000 Total (3.200,642) (5,062,507) 1,861,866 -58.2%

= 7000 + 100302 - UNIVERSITY FINANCIAL FUNCTIONS | {217,367,787) (75,037,094) (142 330,693) 65.5%

7000 Total | (217.367.787)  (75.037.084) (142.230693) 65.5%

=7100 + 100302 - UNIVERSITY FINANCIAL FUNCTIONS 32,368,697 5,654,592 26,714,105 82 5%

7100 Total | 32.368.697 5,654,592 26,714,105 825%

= 7200 + 100302 - UNIVERSITY FINANCIAL FUNCTIONS | 95,786.424 53,909,229 41,877,195 437%

7200 Total | 95,786,424 53,909.229 41,877,195 43.7%

= 8500 + 100740 - JOHN R PARK CHAIR | 48531 70,195 (21.664) -44 6%

#100302 - UNIVERSITY FINANCIAL FUNCTIONS | (68,750) (49.847) (18,903) 27.5%

8500 Total | (20,219) 20,348 (40,567) 200.6%

= 8700 + 100740 - JOHN R PARK CHAIR | (67.713) 103,414 (171,127) 252.7%

+100302 - UNIVERSITY FINANCIAL FUNCTIONS | 34430344 15,728,964 18,701,381 54.3%

8700 Total 34,362,631 15,832,377 18,530,254 53.9%

= 8800 # 100302 - UNIVERSITY FINANCIAL FUNCTIONS | 1.043 960 331209 712,751 68.3%

8800 Total | 1,043,960 331209 712751 68.3%

=9900 #100302 - UNIVERSITY FINANCIAL FUNCTIONS | 455464 1,204,404 (748,940) -164.4%

9900 Total | 455 464 1,204 404 (748,940) -164 4%

1- REVENUE TOTAL | (688.350.499) (298.597.489) (389.753.010) 56.6%
=2 - EXPENSE =1001 #100302 - UNIVERSITY FINANCIAL FUNCTIONS | 0 (23,500,303) 23,500,303
1001 Total | 0 (23.500.303) 23,500,303

=2000 + 100302 - UNIVERSITY FINANCIAL FUNCTIONS (1) (15) 14 -2225.0%

Tab 5) Fund 1001 Variance Report

This report is similar to the Variance by Fund report, except this report adds an additional element by
including the Org and the Fund Summary Line ltems (Categories).

Feel free to toy with the thresholds at the top. Thresholds at the top right can be changed. When
thresholds are updated, color fonts within the pivot table should also update and results in the
Summary Var Rpt, when the appropriate button is clicked, should also update.

An EPM user can filter for the variances by clicking the "Filter 1001" button to the left. They will be
numbered. These numbers should be, once again, connected to the Summary Var Rpt tab. If you click
on “Run the Var Rpt,” a tab should appear with specific variances. These should tie to the Summary Var
Rpt tab. The “Run Var Rpt” is the same button as “Display Variance Reports” only in this case, it should
only update the “F 1001 Rpt” tab.
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The "No Budget" shades areas to identify potential gaps where no dollars may have been budgeted
during the previous budget cycle

5 e [ 12
e

v

NeedsReview 100,000 0.00% a2
Mo Bucget e
i 8 e 10,00 Run Var Rpt
fraan
migate Workbook BUCCET T R R VARSANCE REPORT FILTERS - BUORG, CATEGORIES
= - BUORG & DESCRIFTION
2

100302 - UNIVERSITY FINANCIAL FUNCTIONS.

00743 - JOWN R PARK CHARR

Tab 6) Non-Fund 1001 Variance Report

This report is similar to the Fund 1001 Variance Report, the previous tab, except that its report
groupings are much broader, grouped together into Benefits, Salary & Wages and Non-Personnel and it
specifically targets non-fund 1001 activities. It is automatically filtered to exclude fund 1001 at the
outset. Thresholds can be updated. Like the previous tab, "No Budget" shades areas to identify
potential gaps where no dollars may have been budgeted during the previous budget cycle. If the
thresholds are changed, and then the "Run Var Rpt" button is clicked, the Summary Var Rpt should then
update accordingly.
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Tab 7) Unbudgeted Activity Report

The purpose of this report is to identify activities that may have not been budgeted during the previous
budget cycle. The reportis a pivot table and is drillable. The thresholds shown on this report updates
and flows into the Summary Variance Report tab. This also shows fund level budgeting elements. This is
a crucial point. If there are non-1001 fund areas or activities that weren't budgeted during the previous
cycle, a valid reason would be that they were budgeted at the fund level. This shows a summary report
of those fund-org combinations that may have been budgeted at that level. The user can adjust the
threshold to highlight activities that exceed the threshold. Materiality can be changed and the pivot
table should correspondingly change as well.

College/Area - University Financial Functions

FISCAL YEAR 2021 -- PERIOD ENDING: JUNE OF 2021 Total No. of Act, 28
TotalExp| $ 1,017,982
TotalRev! $  79,173,21
Total$| $ 80,191,201 |
Unbudgeted Activities Report Nstwistlyl 3 3000
| BUDGET | ACTUAL
FUND |[-1] ACT/PROJ DESC T 2-EXPENSE 1-REVENUE |  2-EXPENSE 1-REVENUE |
51001 00005384 - FEE CLEARING ACCOUNT 282,057
00005389 - LATE REGISTRATION 12,281
00005396 - INCOME-HB60 & HB211 (648,344)
00005401 - LIBRARY FINES-RENTALS 1171
00005402 - MISC INCOME AND EXPENSE 4 (15,809)
00005691 - GENERAL FUND VACATION ACCRUAL (3,170,131)
00005822 - UNCOLLECTIBLE CHECKS 452
00005935 - BANK CARD EXPENSE 291,391
00013858 - ARCHITECT DIFFERENTIAL TUITION 393,972
00013859 - BUSINESS DIFFERENTIAL TUITION 18,111,436
00013860 - EDUCATION DIFFERENTIAL TUITION 105,246
00013861 - ENGINEER DIFFERENTIAL TUITION 2,823,635
00013862 - HEALTH DIFFERENTIAL TUITION 1,904,172
00013863 - LAW DIFFERENTIAL TUITION 1,745,463
00013865 - NURSING DIFFERENTIAL TUITION 1,625,071
00013866 - PHARMACY DIFFERENTIAL TUITION 1,989,277
00013867 - SBS DIFFERENTIAL TUITION 123,312
00013868 - SCIENCE DIFFERENTIAL TUITION 1,417,944
00013869 - SOC WORK DIFFERENTIAL TUITION 766,232
00013915 - FINE ARTS DIFFERENTIAL TUITION 66,657
100031261 - DIFF TUITION ATHLETIC TRAINING _ _ 34,129
=7000 00005186 - LEASE PURCH-OTHER FUNDS 87,227 87,227
00021841 - GRB 20158 PROJECT FUND 319
00027792 - GRB 2020A GARAGE/ROADS PROJECT 1,394,346
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Tab 8) Fund Summary Detail Drill

This pivot report provides variances by Fund Summary Category for both revenues and expenses by
activity or project. This is the primary difference in this tab. It has FS Category at the far left. You can
[+] ungroup several columns that will reveal the coinciding funds, activities, and account level detail
related to the variances. There are filters or slicers on the right that will help narrow the results in the
pivot table. The "FS" or "Fund Summary" categories are derived directly from the Fund Summary Report
and should connect directly to the categories displayed on the pivot report. Remember that "FS" is
equivalent to "Fund Summary" and "NFS" to "Non-Fund Summary." Any account or activity that is
outside the scope of the Fund Summary should appear as "Outside FS." This report is a drillable pivot
table similar to other tabs.

DETAIL DRILL DOWN BY FUND SUMMARY CATEGORY m
SCAL YEAR 2021 - PERIOD ENDING: JUNE OF 2021
100302_PARENT - UNIVERSITY FINANCIAL FUNCTIONS FY 2021

Fs Category | BUORG Desc | BUDGET VARIANCE § VARIANCE® |
=01 - REVENUE = 100302 - UNIVERSITY FINANCIAL FUNCTIONS | 32,972,050 (320,000,520) -870.5%
| #100740 - JOHN R PARK CHAIR 184,818 (89,562) 285%
=11 - OTHER 5100302 - UNIVERSITY FINANCIAL FUNCTIONS (100,870,955) (54,937,494) (45.933,462) 455%
507 - NET OTHER TRANSFERS QUT £ 100302 - UNIVERSITY FINANCIALFUNCTIONS | (229,643,820) ($6,653,848) (132,895,972) 57.9%
| 100740 - JOHN R PARK CHAIR [ {200,000) 1100,000) 1100,000) 50.0%
=06 - NET OTHER TRANSFERS IN % 100302 - UNIVERSITY FINANCIAL FUNCTIONS | 131,091,813 67,758,770 63,333,043 48.3%
5100740 - JOHN R PARK CHAIR 200,000 100,000 50.0%

=01 - CONSULTANTS | #100302 - UNIVERSITY FINANCIAL FUNCTIONS 0 2,500
=01 - BENEFITS | #100302 - UNIVERSITY FINANCIAL FUNCTIONS | ) 5409924 -8453007016%
=05 - SCHOLARSHIPS/FELLOWSHIPS 5100302 - UNIVERSITY FINANCIAL FUNCTIONS (12,755) 17,825,893 -139752.6%

=02 - EQUIPMENT # 100302 - UNIVERSITY FINANCIAL FUNCTIONS 0 87.227
= 03 - BASE FUNDNG (NPS) # 100302 - UNIVERSITY FINANCIAL FUNCTIONS (622,948,370) 1622,943,370) [ 0.0%
=13 - BAD DEBT # 100302 - UNIVERSITY FINANCIAL FUNCTIONS | 0 452} 452 |
Grand Total (789,234,210) (376,873,735 (412,360,476) 522%
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Tab 9) Activity by Fund Report

This report was created to provide EPM users with a way to look at variances by fund then by
activity/project. The same functionality and options as found in other tabs can also be found here.

Activity by Fund Report —_—
FISCAL YEAR 2021 -~ PERIOD ENDING: JUNE OF 2021
100302_PARENT - UNIVERSITY FINANCIAL FUNCTIONS o eam Fraom
=] Fund | v| Act/Proj Desc ] BUDGET ACTUAL VAR'S
00012932 - DIXIE STATE COLLEGE EXPENDABLE (260,163) (545,510 285,341
9900 Tota! - ! (260,169) (545,510) 285,341 08.7%
| 58800 100007735 - ANNUITY & LIFE INC INVEST CTRL | (260,635) (131,809) (128,827) 49.4%
|8800 Toral : ! (260,635) (131,808) (128.827) 49.6%
=7100 00005219 - BOND PLEDGED REVENUES (53,000} (27,000} (26,000) 49.1%
00005218 - R & R REIMBURSEMENT - 1887ACFS 0 () 0
7100 Total o (53,000) _(27,000) __(26,000) 49.1%
27200 00021801 - GRB 2015A BOND FUND (12,149,200} (1,020,300) (11,108,200) 91.8%
00021564 - GRB SERIES 2013A BOND FUND (12,477,500) (3,121,500) (8,356,000) 75.0%
00027281 - 2017A GRB BOND FUND, COI FUND (17,135,850) (9,985,025) (7,150,825) 41.7%
00027005 - GRB 2016A BOND FUND (10,480,250} (5,317,875) (5,162,375) 49.3%
00027318 - GRB 2017 B-1 & B-2 BOND & €O {9.066,675) (4,546,838) (4,519,838) 49.9%
00027153 - GRB 20168-1&2 BOND FUND (3,398,900) (5,953,050) (3.445,850) 387%
00021728 - UOFU GRB 20148 BOND FUND (7,020,750) (3,579,375) (3,441,375) 49.0%
00021859 - CERTIFICATE FUND-2015 COP (3,745,620) (1,856,530) (1,889,110) 50.4%
100021132 - 20108&C ACFS BOND FUND (2,149,371) (1,033,533) (1,115,839) 51.9%
00021685 - GRB SERIES 2014A BOND FUND (1,852,400) (934,700} (917,700) 49.5%
/00007320 - ACFS 1998-HOUSING-BOND FUND {1,682,075) (841,038) (841,038) 50.0%
00012951 - RFS ‘098 BOND FUND {968,024) (479,012) (489,012) 50.5%
00027240 - GRB 20184 BOND, COI, CAP INT (3,845,225) (3,607,613) (237,613) 6.2%
Office of
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Act Summary Rev & Exp Pivot

Brief description of the report:

This report pulls in activity and account revenue and expense budget and actual data for a given org or
parent org and performs a difference. This provides a possible way to retrieve and filter through a data
dump of information for your area. This also provides a quick and easy way of viewing a variance
between what you budgeted and actually spent for a chosen fiscal year. The data can be filtered and
detail can be drilled down into as this report comes in the form of a pivot table.

Office of
» THE UNIVERSITY OF UTAH Window __ EPM
UORG  100302_PARENT UNIVERSITY FINANCIAL FUNCTIONS P I V OT R E P O RT
r
IME 2021 FISCAL YEAR 2021
Display Data Print
NIVERSITY FINANCIAL FUNCTIONS _ FISCAL YEAR 2021 FISCAL YEAR 2021
ORG | FUND M | ACT/PROJ | ~|ACCOUNT |-1|  Sum of BUDGET Sum of ACTUAL Difference |
100302 1001 =100005384 40870 0.00 (4,326.05) 4,326.05
100302 1001 00005384 40873 0.00 (413.70) 413.70
100302 1001 00005384 40875 0.00 286,797.03 (286,797.03)
00302 1001 00005384 Total 0.00 282,057.28 (282,057.28)|
100302 1001 =100005385 40870 0.00 69,618,869.77 (69,618,869.77)
100302 1001 00005385 40871 0.00 16,772,554.26 (16,772,554.26)
100302 1001 00005385 40872 0.00 1,895,071.35 (1,895,071.35)
100302 1001 00005385 40873 0.00 651,561.54 {651,561.54)
100302 1001 00005385 40874 0.00 4,861.85 (4,861.85)
100302 1001 00005385 40877 0.00 749,859.59 (749,859.59)
100302 1001 00005385 40886 0.00 (120,638.70) 120,638.70
100302 1001 00005385 49997 {223,950,000.00) {223,950,000.00) 0.00
100302 1001 | 00005385 | 67510 0.00 (8,726,440.00) 8,726,440.00 |
00302 1001 00005385 Total ) (223,950,000.00) {143,104,300.34) (80,845,699.66)
100302 1001 =00005386 40870 0.00 48,223,718.45 (48,223,718.45)
100302 1001 00005386 40871 0.00 20,157,402.24 (20,157,402.24)
100302 1001 00005386 40872 0.00 1,011,281.38 (1,011,281.38)
100302 1001 00005386 40873 0.00 868,994.23 {868,934.23)
100302 1001 00005386 | 49997 (121,776,000.00) (121,776,000.00) 0.00
00302 1001 00005386 Total {121,776,000.00) (51,514,603.70) (70,261,396.30)
Pivot Table Filters / Slicers
: FUND 5= ACT/PRO) =%
| 1001 £ 00001770 L
| 2000 00003853
| 2500 00003334
7000 00005017
7100 00005173
7200 00005186
8500 00005218
— vi | —— ¥
*Use the filters above to narrow down the results in the pivot table

Office of
BUDGET AND INSTITUTIONAL ANALYSIS
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Rev / Exp 7 Year Trend

Brief description of the report:

This report allows a user to see a 7-year trend for a given activity or project. It has two reports. The first
shows this trend for each fiscal year, and the current fiscal-year-to-date. The next report shows the
information by fiscal year to date for each year of the trend. Below, it provides a summary of revenues
and expenses over the seven years.

el o ACTIR0 o ey O e Revenue & Expense Trend Analysis { () X NHE- 7 J
hecent Time | 2020 (Fiscal Year 2020 avigws  Comm oy =y
Fund 1 wesow  tPw
e 4 | p——
Display Data m '.... —— :mn i
FY 2014 FY 2015 FY 2016 FY 2017 | FY 2018 FY 2019 FY 2020
Account Description Actual Actual Actual Acteal Actual Actual Actual
Income Statement & Fund Balance
C X FY 2014 FY 2008 FY 208 FY 2017 FY 2018 Y2019 FY 2000
4000049999 Revenue .
S4SS00-LFFF5 Transfers-in

Subtotal Revenue

5200058001 Salary & Wages
S5000-55990 Benefits
00079280 Nor-Personnel
*ETH00-£TSS Transfers-Out

Subtotal Expense
Net income/Loss

Fund Balance

“Aceeurt range enceptioe
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Variance Report

Brief description of the report:

This report brings in a list of activities for an org and shows variances for summary categories such as
revenues, salary expenses and non-personnel. It then attempts to apply a method to project cash
balances and indicates whether these balances may need reviewing. There is a legend located in a
different tab to help explain the methods used to determine the summary categories and the cash
analysis.

ctivity Activity Description Benetits Actusi ‘ Eanetits Budget

APPLICATION FEL

Earetins Vaians,

§EE

e {151,250 2537

BHEE

1269.425) EE
s 166,567 257,32

2582 - (L0

iHERHBEES

B
&
7] [
&

{BEER
§ g

8

8

Year End Cash Analysis

Current Estimated NPS

2021.JAN Funds | Encumbrance | Funds Available | Through End of | Estimated Funds Avail

Available Balance Post Curr Enc. Year End of Year
635,978 - 635,978 - (] 635,978
2,007,095 - 2,007,095 - (v] 2,007,095
9,874,095 - 9,874,095 - (] 9,874,095
(545,997) (4,776,072) (5,322,069) - © (5322,069)
(8,699,846) (26,512) (8,726,357) - © (8,726,357)
(1,892,434) - (1,892,434) - © (1,892,434
(60,434,271) - (60,434,271) - © (60,434,271)
(65,790) 182,569 (248,359) - (] (248,359)
(4,436,617) - (4,436,617) - © (4436,617)
(630,605) - (630,605) . (] (630,605)
(533,466) 92,534 (626,001) - [x] (626,001)
(358,392) - (358,392) - (%] (358,392)
(24,175) - (24,175) - (X} (24,175)
(37,080) - (37,080) - [} (37,080)
19,644 - 19,644 = O 19,644
(117,941) - (117,941) - (] (117,941)
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5YrComp YTD

Brief description of the report:

This report was created to provide fiscal-year-to-date information in the format of the 5-year
comparison report. In other words, if an EPM user would like to see a comparison of let’s say, January
to January for the past 5 years, it is possible now to do this at summarized levels found in the 5-year
comparison summary report. There are a few more tabs in this report than just the first tab. The
second tab called “Report 1” allows users to drill down into the first report tab. It’'s a pivot table. The
second report, Report 2, allows users to see for a given “Line Item Description” (as found in the slicer to
the right) all accounts that roll up to that line item. If an EPM user would like a relatively quick way to
see what accounts roll up to the “Other” non-personnel line item on the first tab, then this tab can assist
in that endeavor. These accounts are summarized by account description, however, the first account
number in the account range is provided to the left of the account descriptions. The “Show Grand Totals
& Flip Signs” in Reports 1 and 2 allows a user to change the expenses into negatives and effectively
match the first tab net income/loss totals. One last option that this essential to note is the buttons
called “Get Report 1 Raw Data” and “Fund & Rollup Information.” This was created for central
administration but the first button mentioned will do exactly what it says. It opens a tab which should
contain the raw data that Report 1 uses to create the pivot table. Also, the “Fund & Rollup Information”
button will unhide several tabs that were made to summarize in certain ways using an org rollup and the
raw data found in Report 1.

BUORG 100285 BUDGET AND ANALYSIS

ACTIVITY/PROJECT I BUOR G_100286 |PARENT FOR BUDGET AND ANALYSIS 5 Y R CO M P YTD R E PO RT
FUND All_Funds ALL FUNDS

TIME 2021 FISCAL YEAR 2021 Offce of

MONTH NOV Nov of 2020 BUDGET AND INSTITUTIONAL ANALYSIS

THE UNIVIRSITY OF UTAH
DisplayData | Print

SELECTED ORG: 100286 - BUDGET AND ANALYSIS

FY 2019

REVENUE ACTUAL ACTUAL
REVENUE 6 . 19
SVP RECURRING COMMITMENTS - - - - .
BASE FUNDNG (NPS) 54,000 54,000 94,000 94,000 94,000
BASE FUNDING (PS) 1123925 721,402 1,028,920 1,063,293 1,040,147
REIMBURSED STATE BENEFITS 155,619 82,959 86,402 43,215 49,539
NET OTHER TRANSFERS IN 33,398 34 680 8,439 - -
NET OTHER TRANSFERS OUT . . .
EXPENDITURE RECOVERIES . - (240)
TOTAL REVENUE 1,366,947 893,041 1,217,539 1,206,508 1,183,685
T TRANSFERS 33,398 34,680 £,439 -
EXPENSE
FACULTY . . . . .
SALARY STAFF 450,570 271,872 263,340 161,970 162,727
HOURLY STAFF . . . . .
TRAINEE - -
OTHER 540 . 10,000
TOTAL SALARIES AND WAGES 451,110 271,872 273,340 161,970 162,727
BENEFITS 155,619 88,959 86,402 49,215 49,539
TOTAL PERSONNEL EXPENSE 606,729 360,831 359,741 211,185 212,266
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B<>1G[ 100286 Budget And Analysis Display Data
Time[ 2021 Fiscal Year 2021 = =
Fund| All_Funds All Funds

SELECTED ORG: 100286 - BUDGET AND ANALYSIS
Funds 2016.NOV 2017.NOV 2018.NOV 2019.NOV 2020.NOV
S YR Fund Desc: (All) & individual Fund(s) (all) FY 2017 FY 2018 FY 2019 FY 2020 FY 2021
ACTUAL ACTUAL ACTUAL ACTUAL ACTUAL
#01 REVENUE 6 19
=03 BASE FUNDING (NPS) 54,000 54,000 94,000 94,000 94,000
04 BASE FUNDING (PS) 1,123,925 721,402 1,028,920 1,063,293 1,040,147
+ 05 REIMBURSED STATE BENEFITS 155,619 82,959 86,402 49,215 49,539
=06 NET OTHER TRANSFERS IN 33,398 34,680 8,439
=08 EXPENDITURE RECOVERY 240
# 10 SALARY STAFF 450,570 271,872 263,340 161,970 162,727
+ 13 OTHER - SALARY & WAGES 540 10,000
= 14 BENEFITS 155,619 88,959 86,402 49,215 49,539
+ 15 CONSULTANTS 16,498 4,505
=16 EQUIPMENT 4,508
+ 18 REPAIRS & MAINTENANCE 380 7,568 410 281
+19 SCHOLARSHIPS/FELLOWSHIPS 1,866 1483 6,674
# 22 SUPPLIES 22,427 8,557 13,178 6,320 2,192
+ 23 TRAVEL 4,545 5,745 9,147 3,363 676
+ 24 UNIVERSITY SERVICES 12
+ 25 OTHER - NON-PERSONNEL 56,788 30,550 39,196 23,527 18,951
|
| GET REPORT 1 SHOW GRAND FUND & ROLLUP
RAW DATA TOTALS & FLIP SIGNS INFORMATION
|
5 Yr Comp YTD Pivot Report 2 [
100285 Budget And Analysis
Fiscal Year 2021 BUDGET AND INSTITUTIONAL ANALYSIS
Nov of 2020 o T
All Funds
LINE TEM DESCRIPTION SELECTED: (Al 20160V 2017.H0V 20180V 201980V 20200V —
i Thye e et il i e e e LME TEM DESCRPTION 3
in GL Range [Fund: (A1) ACTUAL ACTUAL ACTUAL ACTUAL ACTUAL | 1 REVENUE
52200 Agditional Compensation 10,000 = = - T
65900 Business Meals/Entenainment 5| 86 03 BASE FUNDING (NPS)
51000  Clerical & Admin - Other Salar 58958 60,625 63,479 66,250 67,083 04 BASE FUNDING (P5)
62700  Computer Senvices 53,045 23,049 33.909 18,239 13,497 -
62100  Consultantsfindep Contractors 16,498 4505 umm“mm
53000  Employes Benefits 155,619 85,959 29215 49539 06 NET OTHER TRANSFERS IN
65000  Employee Morale a7 12 75
61300  Eguipment Credits
61200  Equip-Non Capitl 53,000-52 599
68300  Expenditure Recoveries
66200  Licensing Fees 27 401 a7 768
64600  Membership Dues 3,000
40385  Miscellanecus income 5 i
43510 Nonman Trf In-General Fund 33398 34680 8439
29958 Nonmn Tri-Benefit Base Funding 155,619 82,95 85,402 43,215 4353 16 EQUIPMENT |
49987 Nonmn Trt-Nonper Srv Base Fun £4,000 54,000 54,000 54,000 54,000 1BREPAIRS & MAINTENANCE
23555 Nonmn Tri-Fayroll Base Funding 1123525 721,402 1028520 1,063,293 1,040,147 _
62500  Office Supplies 22284 6,508 3,687 6210 2152 19 SCHOLARSHIFS/FELLOWSHIPS
62300  Operational Supplies 143 1,949 9491 110 22 SUFPUIES
50800 Other Salaries 291,612 m,247 159,260 55,720 55,644 =
66300  Other Services 2 100 23 TRAVEL
E4700  Professional Development 350 563 13 24 UNIVERSITY SERVICES
65300  Repairs And Maintenance 380 7.568 410 3
55600  Special Pymt (Awards & Prizes) 540 25 OTHER - NON-PERSONNEL
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Exporting an EPM Report Out of Citrix

ﬁ 3 WAYS OF EXPORTING AN EPM REPORT
L} OUT OF CITRIX & TO YOUR LOCAL DESKTOP

"G Box Box Drive - Set up a Box drive on your computer. You can save directly to
the Box drive from EPM — almost an identical method as saving directly to
your desktop drive. To see the instructions on how to set up a Box drive
posted on the EPM website, click the “Box” icon/image to the left.

m Ubox Cloud - Save the document to the Citrix G drive, then use the Citrix
~ Application screen to launch a web browser (i.e. Chrome, etc...) to access
Ubox (box.Utah.edu). Upload the file saved on the Citrix G drive into your
Ubox account, then go out of Citrix and back into Ubox using your local
computer instead of Ubox to retrieve the saved file.

aﬁ Outlook Email — Save the document to the Citrix G drive, then use the Citrix
Application screen to launch a the Outlook icon. You may have to set up the

Qutlook email (instructions available in more detail below). Once Outlook

launches in Citrix, you can attach the EPM report saved in the Citrix G drive.

Note 1 - There are several other ways to export the file from Citrix. These are just three — Box being the
preferred. Using a web browser allows the EPM user access to other university supported services, such
as www.umailutah.edu.

Note 2 - The Citrix G drive is one of the mapped drives that should be available when saving a PDF
report in EPM.
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Using the Revenue & Expense by Org Data Entry

Using the Revenue & Expense by Org Data Entry

Instructions for Forecast, Budget and MTM Reset

Find and open the Revenue & Expense by Org Data Entry input template.
Mere is the file path in EFRM: EPM Lain b Budgeting >

Step 1

fExg by Org Dto Entry (Double-click)

s at
L N(‘I'hﬂblﬂ 'I"I'I'U‘I'lONM ANALYSIS A

JIVERALTY OO
Speed Budgeting Templates

Speed Budgeting

Universal Data Entry

E>. Ferw/Exgr by Org Data Entry

Ste p 2 Insert the BUORG (1XXXXX) and click "Display Data" to show data for activity-account combinations that roll up to the org.

Important Disclalmer #1: This template functions optimally when

Revenue & Expense by Org Data Entry

expanding at the departmental level where likely the number of
[-re |L—mzaslaun6 e i activities are fewer. Displaying data at the college level can cause
Fund &ll_Funds  All Funds ERLNGPRIYNLRE B
[Time Frrea] Budget Year FY2021 delays and even the template to error out due to the potentially

enormity of data. Proceed at your own risk with larger org
Display Data | __save | m requirements

Ste p 3 Click the "Zera Out" button located at the top right of the template. Please read disclaimer 42.

Important Disclaimer #2: By clicking this button, EPM should insert
the number "0" in each forecast, budget and MTM input cell. This
means, if you were to immediately "Save™ button after clicking the
"Zero Out” button, you may find that an enormous number of records
need saving. This s to be expected. Due to a large number of records,
saving may be show and result in the system not saving.
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Finding Personnel Reports for Budgeting
If you need to obtain personnel information for budgeting and planning purposes below are several tabs
that contain different ways to obtain personnel data from CIS. You must have appropriate security
access but this should be relatively customary among financial positions to receive access to these
reports for a given area. For the salary justification report, the report in Financial Information Library,
within the “Curr Employee” folder, called “Job Details W/FY Comp Rate” is used by the budget office to

review changes to employee salaries from year to year.

_] Dept. Job Summary (D-Jobs) ﬁ?
ﬁ"\
Financial Information Library * f ;."- Human Resources Info Library ﬁ
=

3
»

Management Reports

le

A7 CURR EMPLOYEES

= JOB DETAILS W/ FY COMP RATE | 2]
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