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[bookmark: _Toc316279376]Accessing the Citrix Access Gateway 
SAP BusinessObjects Planning & Consolidation (BPC) can be accessed through the ITS Citrix Access Gateway.  Below are step-by-step instructions outlining how to navigate to, and log into the Citrix Access Gateway.
Open a web browser, and in the Address Bar type the following: http://applications.med.utah.edu
The Citrix Web Interface delivers applications to your desktop using Citrix.  Accordingly, when you navigate to the Citrix Web Interface for the first time, you may need to install the Citrix ActiveX control.  Your browser should prompt you automatically to install it.  In Internet Explorer, you would see the following:

Click on the message to install the Citrix ActiveX control.
At the “User name:” prompt, type your UNID.
At the “Password:” prompt, type your password.  This password is the same one you enter to access the Campus Information System.

Click the “Log In” button.
You should now be logged into the Citrix Web Interface.  Please note that you should always click the Log Off button on the left hand side in the Citrix Web Interface window when you’re done so that your session terminates properly.

NOTE:	If you have forgotten your password to the ITS Citrix Web Interface, please contact ITS at 587-6000 to have your password reset.
[bookmark: _Toc316279377]Using SAP BPC with Two Monitors
If you have two monitors, a simple change to your Citrix preferences allows you to open multiple sessions of SAP BPC, and use both monitors.
Once you have logged into the Citrix Access Gateway, click on Preferences found at the top of the screen, and then Session Settings.

On the “Window size” drop down, change the selection from “Seamless” to “Percentage of Screen” and then set the Percentage of Screen to the percentage of your screen you would like the Citrix Window to occupy.  Start with a setting of 90%, and adjust from there.  Finally, select save.



[bookmark: _Toc316279378]Accessing BPC from the Citrix Access Gateway
To log into SAP BPC, from the main applications screen in the Citrix Access Gateway, click on the icon labeled SAP BPC.

Click on the “Interface for Excel” icon.

The first time you log on to SAP BPC, you will be required to input connection information. 
When the Connection Wizard opens, type in the server name BPCLB.MED.UTAH.EDU, and make sure the “Use default port” connection option is selected.

Click Next.
On the Planning and Consolidation credentials screens, make sure the option to “Use my Microsoft Windows user ID and password” are selected.

Click Next.  The default application set should list UTAH_EDU and look like this:

Click Next.

Click Finish.
You should now see a login screen like this:

In the Application dropdown, choose the Personnel option.
Click OK to log in.  The login process may take several minutes to complete. 
[bookmark: _Toc316279379]Logging Off
There is a sequence that needs to be followed to exit the SAP BPC application once you’ve concluded your work.  To log off of SAP BPC, follow these steps:
In the interface for Excel, choose the “Planning & Consolidation” option in the Excel Ribbon.
Click the “Log Off” button found on the left:

Once you have successfully logged off, the “Planning & Consolidation” ribbon menu will look like this:

Click the “Close Window” X in the upper right hand corner of the Citrix window.



[bookmark: _Toc316279380]Open the HSC Budget Menu
When you first open the Excel interface it will look similar to this.


On the right hand side of the screen you will see an area titled “Action Pane”.  Underneath the title of “Tasks” will be the option to “Open a custom menu”.  Click this link.  If you don’t see this option inititally, click the Home icon located at the top of the Action Pane.  If you still do not see this option, close all existing Excel worksheets by clicking the “close window” “X” in the top right hand corner of Excel.



After clicking the “Open a custom menu” link, the Custom Menu Selection will appear in the Action Pane. 

Select the HSC Budget Menu, and click the green check box.  The HSC Budget Menu should now appear in the main Excel window.

[bookmark: _Toc316279381]Using The HSC Budget Menu
The HSC Budget Menu is used to navigate to the input templates and the reports that are used to complete your FY’13 budget.
[bookmark: _Toc316279382]Personnel Budgeting
The process for personnel budgeting is comprised of 6 steps.  Each step is generally completed in this order, although you can switch between input templates at any time.
Employee Salary Planning
Employee Distribution Planning
Employee Accept or Modify
Employee Lump Sum Planning
New Employee Name Update
Personnel Reports
[bookmark: _Toc316279383]Employee Salary Planning
Click the link “Input Template – Employee Salary Planning” in the HSC Budget Menu to open the input template.  
The Employee Salary Planning input template is used to budget:
Job Code
Increase % or Target Comp
FTE
Contract Term
Salary Justification
Comment
Base, Negotiated, CIP (SOM)
Jan-Jun 2012 Total Comp
Medical Practice Plan Supplemental 403(b) (SOM)
VA Hospital Pay, Other Non-University Pay (SOM)
New Employee Records
[bookmark: _Toc316279384]Populating Employee Salary Planning Input Template
To populate the input template with employees from a home department, double click the cell J25 where is says “No_BUORG” and the following selection box will appear with a list of the home departments you have access to budget.

Home departments in SAP BPC are identified by combining the Business Unit and ORG ID.  For instance if your ORG is 00356 and it is located in BU 01 the number listed in the system will be 100356 (note: no leading 0 on the Business Unit).  If you are responsible for completing the budget process for many home departments, you can find the BUORG you are looking for quickly by clicking on the Magnifying tool in the top left corner of the open dialogue box and entering the BUORG number in the format of specified above. 
Once you have found your BUORG click on it to highlight it and then click the “OK” button at the top of the dialogue box.  If you would prefer to make your selections by double clicking, do the following:
Click the “Open option dialogue box”

Check the box enabling members to be selected by double clicking, and then click okay

The Job Category is set to ACTIVE_JC.  This default setting allows you to bring in budget information for all of your employees. You can double-click on this cell and switch it to other categories as necessary.  The categories are:
ACTIVE_JC			All Job Categories
ACTIVE_JC_FAC_SALARY	Faculty Employees
ACTIVE_JC_SALARY		Salary Employees
ACTIVE_JC_HOURLY		Hourly Employees
ACTIVE_JC_TRAINEE		Trainees
ACTIVE_JC_OTHER		Other Employees
You can select a Job Category, or even select a specific Job Code, which would return only employees that have that Job Code.  By selecting a specific Job Category, or a specific Job Code, the input template will be populated by fewer employees, and will consequently populate more quickly.  Additionally, many people find it easier to budget an employee category in order to see a specific group of employees at one time.
Select the category that you wish to budget, along with the home department.

Now click the “Expand” button shown in the screen shot above. A box will appear like this:
[image: ]
Leave the option selected of “Clear input” and hit the “OK” button.  The personnel data based on your criteria in the selection list will populate the input template. 
After employee information has populated the input template, you are able to key values into input cells, which are cells with a light yellow fill, and a red border.  For additional direction on how this is done, please see the information below:
[bookmark: _Toc316279385]Job Code
If an employee’s job code changes during the budget process, you can update their job code in BPC so that it matches PeopleSoft.  If an employee’s job code in BPC does not match their job code in PeopleSoft, the employee’s budget year comp rate, and distributions in FYSC will not be updated by BPC.	
[bookmark: _Toc316279386]INCR % or Target Comp
Salary increases can be given as a percentage, or an annual compensation rate can be input.  Note that either an increase percentage or a target compensation rate can be input, but not both.
[bookmark: _Toc316279387]FTE
By default, an employee’s FTE is equal to their FTE at the time the Personnel Budget Workbook was created.  If an employee’s FTE will change during the budget year, a user should type the new FTE into the FTE cell.
If an employee will be terminated before the budget year begins, the FTE should be zero.  This ensures that the terminated employee’s salary expense will not impact your budget.
Interdependencies exist between an employee’s budget year compensation rate and an employee’s FTE.  These interdependencies are outlined below:
[bookmark: OLE_LINK6]FTE Example 1:  An employee receives a 2.5% budget year increase on a current year comp rate of $36,000 and their FTE is reduced from the pre-populated 1.00 to 0.50.  The budget comp rate (column W) reflects a 2.5% increase, while the reduced FTE creates a budget compensation rate of $18,450 and a Budget ABA of $36,900.

[image: ]
FTE Example 2:  A budget year Target Comp of $36,900 is input for an employee with a current year comp rate of $36,000, and their FTE is reduced from the pre-populated 1.00 to 0.50.  The result is a comp rate of $36,900, an FTE of 0.50, and a budgeted ABA of $73,800.

[image: ]
[bookmark: _Toc316279388]Contract Term
By default, an employee’s budget year contract term is the same as their current year contract term.  If a user wishes to change an employee’s contract term, they may select the contract term cell, and select the correct contract term from the drop down.
[bookmark: _Toc316279389]Salary Justification
If an employee’s budget year salary increase percentage falls outside the guidelines established by the SVPHS, an input box (see below) will appear in column AC, alerting the user that a salary justification is required.  
[image: ]
Given that SAP BPC is open prior to the guidelines being provided; any comp rate increase requires a salary justification.  The threshold requiring an increase will be updated in SAP BPC to reflect the guidelines once they are finalized.
All salary justification boxes should be completed as part of the budget approval process.
[bookmark: _Toc316279390]Comments
A user can include comments that are meaningful to them for their own information and reference.  It is important to note that if a budgeter wants to access comments throughout the upcoming fiscal year, they must be made in the comment box in column AE.  Any other type of comment (via Excel Comments for example), will not be preserved or accessible after the budget process closes.   A report will be made available in the future that shows all comments made, by employee.
[bookmark: _Toc316279391]Base, Negotiated, CIP Faculty Salary Components (SOM Only)
A user should input the base, negotiated, and CIP components of faculty salaries for each available record.
[bookmark: _Toc316279392]Jan-Jun 2012 Total Compensation
This cell is prepopulated with ½ an employee’s current compensation rate.  If the prepopulated amount is reflective of the total compensation the employee will receive between January, 2012 and June 2012 no input is required.  If an employee will receive compensation in excess of the prepopulated amount during that time frame, input the actual total.  This is specifically pertinent in the case of SOM faculty members that receive CIP.
[bookmark: _Toc316279393]MPP 403(b) & Activity for MPP Expense (SOM Only)
If faculty clinical practices participate in a supplemental 403(b) retirement plan, the deduction code for that plan will show up in column BF.  When a deduction code is present (it will appear as MPP_ plus another letter like A, B, C, etc.), you must input the activity that will cover that retirement expense in column BG.  Remember that the Activity needs to be input as an eight digit number (example Activity 05432 would be input 00005432).
[bookmark: _Toc316279394]VA Hospital / Other Non University
Salary support received from a non-University source should be identified by employee.  Values should be input in one of these cells if the non-University support is received directly by the employee (is not processed through University payroll) from the non-University source.  If that source is the VA, then input the amount in column BU, otherwise use column BV.  Note that these amounts roll into reports that identify total non-University support at the department level.
[bookmark: _Toc316279395]Insert New Employee Record
If you need to add a new Job Record you can do so by clicking the cell under the employee ID where it says ”Insert New Rec” and then clicking the “Insert New Record” button under the selection area.
[image: ]

This will open the “Insert member…” dialogue box.  Click OK.
[image: ]

In column K, either enter in the job code (JC + 4 Digit Job Code) in the job code cell for the new employee record if you know what the job code is, or double click the job code cell and the select the job code from the Job Code dialogue box that appears.
Now enter in the target comp, FTE, Contract Term, and any other field that pertains to this newly added record.
Once you have entered your budget data you can click the “Submit” button at the top of the screen and the data will be written back to the data base. The first time this is done may take a few minutes as data for every employee is updated. Subsequent submission will be much quicker as only changed data will be submitted to the database.
[bookmark: _Toc316279396]Employee Distribution Planning
Click the link “Input Template –Employee Distribution Planning” in the HSC Budget Menu to open the distribution input template.
The Employee Distribution Planning input template is used to budget:
Activity/Project salary distributions
Account number for salary distributions
Start/End Dates
Distribution percentage
FTE by month
CIP Distribution (SOM Only)
[bookmark: _Toc316279397]Populating Distribution Input Template
To populate the input template with employees from a home department, double click the cell AE25 where is says “No_BUORG” and the following selection box will appear with a list of the home departments you have access to budget.

Once you have found your BUORG click on it to highlight it and then click the “OK” button at the top of the dialogue box.
The Job Category is set to ACTIVE_JC.  This default setting allows you to bring in budget information for all of your employees. You can double-click on this cell and switch it to other categories as necessary.  The categories are:
ACTIVE_JC			All Job Categories
ACTIVE_JC_FAC_SALARY	Faculty Employees
ACTIVE_JC_SALARY		Salary Employees
ACTIVE_JC_HOURLY		Hourly Employees
ACTIVE_JC_TRAINEE		Trainees
ACTIVE_JC_OTHER		Other Employees
You can select a Job Category, or even select a specific Job Code, which would return only employees that have that Job Code.  By selecting a specific Job Category, or a specific Job Code, the input template will be populated by fewer employees, and will consequently populate more quickly.  Additionally, many people find it easier to budget an employee category in order to see a specific group of employees at one time.
Select the category that you wish to budget, along with the home department.

Now click the “Expand” button shown in the screen shot above. A box will appear like this:
[image: ]
Leave the option selected of “Clear input” and hit the “OK” button.  The personnel data based on your criteria in the selection list will populate the input template.  Note that the Employee Distribution Planning input template generally takes about a minute to open.  Expansion after a data submission (without closing the input template) generally takes between 10-15 seconds.
After employee information has populated the input template, you are able to key values into input cells, which are cells with a light yellow fill, and a red border.  For additional direction on how this is done, please see the information below:
[bookmark: _Toc316279398]Employee Distributions
An employee’s active distribution rows in PeopleSoft as of January 15th serve as the starting point in SAP BPC for budgeting an employee’s FY’13 salary distributions.
[bookmark: _Toc316279399]Changing Existing Distributions
You can change the activity/project (Column AN), account number (Column AP), start and end dates (Column AQ &AR) as well as the distribution % (Column AS) of existing distribution lines by keying in the new information.
[bookmark: _Toc316279400]Adding a New Distribution
A new distribution row can be added by selecting the cell in column AJ where it says “Insert New Dist” and then clicking on the “INSERT NEW DIST” button at the top of the screen.  
[image: ]
The “Insert member...” dialogue box will appear, and click “OK.”
[image: ]
A new distribution row will be added, where you can key in an activity or project number, account code, distribution %, as well as changing the start and end dates.
[bookmark: _Toc316279401]Inserting Distribution Row for CIP (SOM Only)
If CIP has been input for a member of faculty in the “Employee Salary Planning” input template, you will designate the activity it will be paid from by adding a new distribution (as outlined above), keying in the activity, and selecting an account code between 52400-52418.  You then need to input the CIP distribution percentage (usually 1.00000) in column CY.  CIP can be spread monthly, or quarterly.
[image: ]
[bookmark: _Toc316279402]FTE by Month
By default, the FTE on the “Employee Salary Planning” input template, and the FTE by month in the “Distribution” input template stay in sync.  You have the ability to change a monthly FTE if an employee’s FTE will change during fiscal year 2013.  A change in monthly FTE will impact the total budgeted personnel expense for an employee.
[bookmark: _Toc316279403]Accept/Modify an Employee Distribution Pushed to your BUORG
From the HSC Budget Menu click “Input Template –Employee Accept of Modify.”  Select your BUORG by double clicking cell S28 and selecting your BUORG from the menu.  You can also select an activity or project within the BUORG you designated in S28 by double clicking cell S29, and choosing it in the select member dialogue box.  Once you have made your designations, click the “Expand” button at the top. Click “OK” when the dialogue box appears.  This input template currently takes about 90 seconds to expand.
[image: ]
The Accept/Modify input template is used to accept or modify the salary and benefit expense related to a salary distribution from an employee from another home department.  You can enter the accepted Comp Rate/CIP amount in Column AC, and the accepted Benefit expense in Column BV.  The corresponding distribution percentage and FTE are in columns AT and BH respectively.  

[image: ]
Once you have accepted or modified a salary and benefit amount(s), hit submit.	
If an employee’s home department changes the amount of salary being pushed to an activity or project in your BUORG, the updated amount will not automatically be accepted.  You need to update the amount in the Accepted COMP/CIP/BENEFITS cells for the new amount to be reflected in your personnel expense total.
[bookmark: _Toc316279404]Entering a Lump Sum
From the HSC Budget Menu select “Input Template – Employee Lump Sum Planning.”  The Lump Sum input template should be used to add personnel or benefit expenses to the budget of an Activity or Project.  A user would budget for lump sum amounts when a personnel or benefit cost cannot be cleanly attributed to an employee on the Personnel Budget Workbook.
For example, if a department pays $5,000 in hourly personnel expense from a given chartfield each year, but at the time of the budget it is unknown who will receive those dollars, how many hourly employees will be hired, etcetera, it would make sense to budget that cost in a lump sum in the Activity or Project that pays the expense. 
[bookmark: _Toc316279405]Steps for entering a Lump Sum
Only relevant fields need to be input for a lump sum amount, although Activity/Project, Account, Start/End, and Amount are always required.
[image: ]
To add a lump sum personnel expense, enter your BUORG in cell O22, or double click this cell to open the ORG tree to select your ORG.  
Hit the “Expand” button.  
Click “OK” when the “Expand options” dialogue box appears.
Lump sum amounts that have been previously entered will show up in the “EXISTING ENTRIES” section, whereas new entries should be added in the first row in the “NEW ENTRIES” section.
Enter a job code in Column O.
Enter an activity or project number in Column Q (required).
Enter a personnel account code (50000-58999) in Column S (required).
Enter the Start and End date in Column T and U (required).  Note that the start and end dates determine the months that the personnel expense will be incurred in, meaning that if a personnel expense will only be incurred in December, the start and end date should be set 12/01/12 through 12/31/12 respectively.
Enter amount in Column W (required).
Enter the any comments in column X.
Distribution percentage should be entered in Column AM.
FTE should be entered in Column BA.
Benefit expense should be entered into column BO.
Click the submit button to record the lump sum personnel expense entry.  Note that existing lump sum entries can be modified.
[bookmark: _Toc316279406]Employee Name Update
From the HSC Budget Menu select “Input Template – New Employee Name Update.”  The New Employee Name Update input template is the starting point for budgeting any employee that was not part of your home department on January 15th, 2012.  New employee ID’s are comprised of the two digit fiscal year + your six digit BUORG + 01 through 17.  
For each home department, new employees are broken out into five employee classes.  They are:
New Faculty Employee
New Salary Employee
New Hourly Employee
New Trainee Employee
New Non Benefit Eligible Employee
Each employee class has a distinct benefit profile.  Therefore, add employees in the correct section.  If there are not adequate rows for the employee class you are using, please e-mail stephen.petersen@hsc.utah.edu and request that additional rows of an employee class be added.
Three inputs are required for budgeting a new employee.  
Input a name or description in Column E.
Input the job code of the employee in Column F.
Indicate whether your employee is an hourly or salaried employee in Column H.


As an example, if I needed to add a new accountant, I would enter a name, job code, and employee type in N13XXXXXX06, which is the first “New Salary Employee” line.
[image: ]
When you have updated the three required fields, click the submit button.  The new employee will now appear in the Employee Salary Planning, and Distribution Planning input templates.  It is important to note that the description you input in the employee name field (column E) will not update the default EMPL ID description (the value that shows as the employee name in input templates, and reports) until the next day. 
[bookmark: _Toc316279407]Finance Budgeting
[bookmark: _Toc316279408]Activity/Project Planning
From the HSC Budget Menu select “Input Template – Activity/Project Planning.”  Revenues, expenses and transfers are budgeted at the activity and project level in BusinessObjects Planning and Consolidation.
[bookmark: _Toc316279409]Steps for budgeting an Activity or Project
To begin budgeting your activities and projects, open the Activity/Project input template, and double click cell T41.
[image: ]
Your activities and projects are grouped in a hierarchical way, initially showing only the BUORG(s) that they roll up to.  To expose your activities and projects, click the plus sign next to the BUORG they roll up to.

Select the activity or project you would like to budget, and click “OK.”
Click the “EXPAND” button in the upper left hand corner.
Actual balance sheet and summary of revenue and expense data are populated into each activity and project input template.  These actual data come directly from the PeopleSoft, and are integrated into the input template to provide the user with a historical basis to assist in the budget process.
Completing the budget for an Activity or Project can be broken down into three general steps.
1.	Complete the fiscal year 2012 projected JAN-JUN column.  Note that all values will be zero, with the exception of Personnel Expense, which is set equal to “FY 2012 Actual JUL-DEC.”
2.	Complete the fiscal year 2013 budget column.
3.	Validate the personnel whose salaries (in whole or in part) have been distributed to the activity or project using the Personnel Expense by Funding Source report.
[bookmark: _Toc316279410]Overview of the Activity/Project Input Template
Below is a description of the various sections of the Activity/Project input template:
Columns T-U: The GL Account Code and the Account Code Description.
Column V: The Budget Method column is where users can control whether expenses are budgeted at the summary level (meaning all account codes that belong to a given category are budgeted on a single line) or at the Account Detail level (meaning all account codes that belong to a given category are budgeted individually).  If you need to alter the “FY2012 PROJECTED JAN-JUN” values for personnel expense, you must follow the process for expanding these to Account Detail.
Column W: The Budget Spread column controls how revenues, transfers in, non personnel expenses, and transfers out are spread across the 12 months of the budget fiscal year.  You must be in the Account Detail method (column V) to spread expenses.  The finance detail input template is accessible by choosing the “DETAIL” spread method.
Column X: Revenues, transfers in/out, or non personnel expenses that are non-recurring, non-operating in nature can be designated as “Y” in the one-time column if it is an transaction that will not occur year after year.
Column Z: Last year actual data.
Columns AA-AD: Current year to date actual data, January through June projection, current year forecast, and current year budget.
Column AF: Next year budget.
Columns AG-AH: The columns display the dollar and percentage difference between the current year Forecast Total in column AC and the Budget Total in column AF.
Column AI: A users can include comments that are meaningful to them for their own information and reference.  A report will be created that can be run to concisely show all comments made in an Activity or Project Workbook.
Columns BJ, BQ, CK:  A plus sign exists above each of these columns that allow you to see monthly actual/forecast/budget data for fiscal year 2011, 2012, 2013.  This is where you also change the monthly budget when the “INPUT” budget spread method is elected.
[image: ]
Several tools have been incorporated into the Activity and Project Workbook to facilitate the process of forecasting and budgeting, and to add a greater amount of detail and granularity to the Workbook.
[bookmark: _Toc316279411]Budget Method
Formal Account Code ranges exist in the Business Unit 01 Chart of Accounts.  For example, Out of State Travel has an account range of 60000-60019.  Users can choose to budget Account Codes at the summary level (60000 only), or at the account detail level (60000, 60001, 60002 etcetera).  In the Personnel Expense section, certain account codes are grouped under hierarchy parents, such as “Faculty Salaries.”  Do not double click the summary cell as a means of expanding it.  Important backend logic will only run if the process outlined below is followed:
To budget individual Account Codes within a range, a user would select the “SUMMARY” cell in the row of the account code that you want to see in detail, and click the “SHOW DETAIL” button at the top.
[image: ]
The “SHOW DETAIL” button initiates a query which brings in all detail rows pertaining to the account code row selected.  After the query completes, a “Refresh Data After Drill Down” dialogue box appears.  Click “OK.”
[image: ]

An SAP BusinessObjects dialogue box then appears.  Click “Yes.”
[image: ]
All account codes within the selected “SUMMARY” range that have transactional values in FY 2011, FY 2012, or FY 2013 will appear.
[image: ]
Please note that even if rows have been budgeted in the “Account Detail” method, when an activity or project is re-expanded, personnel and non personnel expense rows will always expand in the “SUMMARY” method. 
[bookmark: _Toc316279412]Budget Spread
Spreading your budget values across the underlying months of the fiscal year is important for variance analysis during the budget year.  The value that you input in the “FY 2013 BUDGET TOTAL” cell (column AF) of each row can be spread across the months that make up fiscal year 2013.
The monthly budget values will be exported back to PeopleSoft, and will serve as the basis for the monthly budget, the YTD budget, and the Annual budget for each account code row.
Multiple spreading methods are available to the user.  They are:
Even:  Budget values are spread across the underlying months evenly.  This is the default spreading method.
Days:  Budget values are spread across the underlying months based on the number of days in the month.
Input:  Budget values are spread across the underlying months based on a user’s inputs in columns BY-CJ.  To expose the months for fiscal year 2013, click the plus sign above the column CK header.
Detail:  A user may wish to list the transactions that make up the value in the “FY 2012 PROJECTED JAN-JUN” or “FY 2013 BUDGET TOTAL” columns.  If a user selects the “DETAIL” Budget Spread, a link in column Y appears that says “Open.”
[image: ]
Double clicking the “Open” link in Column Y opens the Finance Detail input template. 
Finance Detail Input Template
The following steps should be followed to use the finance detail input template:
Change the “BUDGET SPREAD” of a row in “Account Detail” “BUDGET METHOD” from “INPUT” to “DETAIL.”
Double click the “Open” link in column Y.
The “Finance Detail” input template opens, and a “Expand Options” dialogue box appears.  Click “OK.”
[image: ]
Enter the account code you wish to budget in the detail method in the first yellow input box in column G that reads, “NO_ACCOUNT.”  Note that any entries previously added for the given activity or project will show up in the “EXISTING ENTRIES” area at the top.
[image: C:\DOCUME~1\u0078232\LOCALS~1\Temp\SNAGHTML1d85655.PNG]
An Information dialogue box appears.  Click “OK.”  
[image: ]
This brings populates FY 2011 Actual, FY 2012 Actual Jul-Dec, and FY 2012 Budget information for the account code that is entered.
Enter any projected or budget amounts in columns N or Q respectively, and add the associated description in column S.
If additional detail rows are needed for any given account code, select the “Insert New Detail” cell in column F, and then click the “INSERT NEW DETAIL” button at the top.
[image: C:\DOCUME~1\u0078232\LOCALS~1\Temp\SNAGHTML1e009a6.PNG]
When inputs are complete, click the “SUBMIT” button.  When the “Processing” box in the upper left hand corner completes, close the Finance Detail input template.
To see the values in your Activity/Project input template that have been input in the Finance Detail input template, click expand on your Activity/Project input template.  Make sure you have “SUBMITTED” any other changes in the input template PRIOR to hitting the expand key, or you will lose those inputs.
[bookmark: _Toc316279413]Add New Account Codes
If an account code does not exist in your activity or project input template that you need for forecast or budget purposes, it can be added by following the steps below.
Scroll to the section the account code belongs to (Revenue, Transfers In/Out, Other Expense).
Select the “Insert New ACCT” cell in column S at the bottom of the correct section.
Click the “INSERT NEW ROW” button.
[image: ]
A new account code is then added to the section.
Note that after a new account code is added and a value for it has been submitted, when the activity or project is re-expanded, the account will be sorted based on its value in column T.
[bookmark: _Toc316279414]Adding Prospective Activities and Projects
From the HSC Budget Menu select “Input Template – Prospective Activity/Project.”  You are able to create prospective activity and project budget workbooks within a BUORG.  You would elect to create a prospective activity or project to budget revenues, expenses, or transfers that will take place in an activity or project that does not currently exist in PeopleSoft, but that will exist in PeopleSoft during the Budget Year.  It is important to note that any activity or project that is set up in PeopleSoft will be available in BPC the next day.  Therefore, a prospective activity or project would only be needed if the actual activity or project will not be set up in PeopleSoft while you are completing your FY’13 budget.
[bookmark: _Toc316279415]Prospective Activity/Project
To create a prospective activity or project, follow the steps below.
Double click cell C10 and select the BUORG the newly added activity or project will belong to.
Click the expand button.
Click “OK” when the Expand Options dialogue box appears (always use the “Clear input” option).
Input the activity/project name or description in column E.
Designate the fund in column F.
If access to the prospective activity or project will be granted to an individual using the budget owner security process, input their UNID in column G.  This step can generally be ignored.
Click the submit button.
[image: ]
The prospective activity or project is available for budgeting immediately after the submit button is clicked.  The name you keyed in as the New Description will appear the following business day as an administrative process needs to run in order for that to be updated.
[bookmark: _Toc316279416]Designating Security using the Budget Owner Process
Access to budget individual activities or projects can be granted to an individual using the budget owner process.  To grant an employee access to budget certain activities or projects within your BUORG follow the steps below:
Open the Prospective Activity/Project input template
Double click cell C10 and select the BUORG the newly added activity or project will belong to.
Click the expand button.
Click “OK” when the Expand Options dialogue box appears (always use the “Clear input” option).
Select the “EXISTING_ACTPROJ” worksheet.
[image: ]
Enter the University ID (uXXXXXXX) of the employee you want to have access to the activity or project.
Click the submit button.
E-mail valerie.ogden@hsc.utah.edu and inform her which employee(s) have been designated as the budget owner so that she can set them up in BPC.  Note that a security form (found at http://www.bpc.utah.edu) must be completed for employees to gain access to BPC.
Employees granted access to activities or projects in the manner will generally have access to the activities or projects the next business day as long as the security form and notification outlined in step 8 have been followed.
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