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1 LOGIN

1.1 SDSU SINGLE SIGN ON (OFFICE 365)

1.1.1 SDSU ADAPTIVE URL

Navigate to http://l.sdsu.edu/adaptive.

1.1.2 SDSU OFFICE 365

Navigate to Office 365 via portal.office.com.

Click on the MENU box located in the top left
' 'l:.'_._-_ - ==

Click on ALL APPS at the bottom of the menu items.

All apps

Click on ADAPTIVE SUITE from the menu items.
w Ad_a[;tive Suite

1.2 ADAPTIVE INSIGHTS WEBPAGE

Navigate to www.adaptiveinsights.com.

Click on the LOGIN icon on the top right of the menu.

LI

Enter your USERNAME and PASSWORD and click SUBMIT.

Username: budget@ sdsu. edu

Passwrord: iiiiiiiiii|

| Remember username

Forg ot your password?
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1.3 CHANGE PASSWORD

Users can change their password by clicking on the drop-down menu for the user
profile icon and then clicking on SETTINGS.

"1y

Training User
w0 State Lniversity
£k settngg ¥ Loz out

Users can then enter their OLD PASSWORD, NEW PASSWORD and
NEW PASSWORD (again) for verification. Then scroll to the bottom of the
settings page and click SAVE.

0ld password:

Hew passviord:

Yerify new password: |

The password length must be greater than or equal to 10,
The password must contain at least 2 alphabetic
characters.

The password must contain at least 1 numeric characters.
The password must contain mixed case characters.

The password cannot contain more than 2 consecutive
identical characters.

The password must contain at least 1 non-alphanumeric
character

@&
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2 HOME PAGE

The HOME PAGE is the first page that users see after they log in.

Users can specify which HOME PAGE is displayed after log in by clicking on the
drop-down menu for the user profile icon and then clicking on SETTINGS.

P2

Training User
igao State University
£k setting® Log out

Users can then select one of the HOME PAGE choices from the drop-down
menu. Users are encouraged to select ANNOUNCEMENTS PAGE as this is
where SDSU communication will be posted.

My Profile

‘Name:l‘rraining ser |
Pusitiun:| |
Username: budgeti@sdsu. edu
Email: ®Use username as email

g |

Home page:lﬂnnuuncement F'nge e )
Time :une:l (GMT-08 007 F'al:iﬂ?TTFn'Er{US B Canada) ~
Cuuntr'-,-':l ke |
State:

Scroll to the bottom of the settings page and click SAVE.

&=
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3 PROFILE AVATAR

Users may select an image to display as their avatar in their profile.
Click on the drop-down menu for the user profile icon and then clicking on

SETTINGS.
Ty

Training User
w0 State Lniversity
£k settngg ¥ Loz out

Either SELECT the default avatar or browse your computer to UPLOAD AN
IMAGE.

O @ Default avatar

A Browse,,, | Mofile selected.
® ?@ (lmage requirements: JPG, PMNG. Your avatar will be resized to
' 50x50 pixels)

Scroll to the bottom of the settings page and click SAVE.

(=D
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4 VERSIONS

A VERSION is a collection of data that represents a particular financial scenario.
There are two types of versions: ACTUAL versions and PLANNING versions.

Actual versions contain data from Oracle Financials refreshed as of Oracle
Production the day prior. Actual versions are records of what has happened.
Actual versions include (1) Budget, (2) Actual and (3) Encumbrance data as
posted in Oracle Financials.

Planning versions are about financial data in the future. SDSU uses planning
versions to develop budgets and to forecast expenditures. Planning versions
include (1) Initial Budget, (2) Working Budget, (3) Expenditure Projection, and (4)
FY Initial Budget.

The structure of your sheets, accounts, organization, dimensions, and other
hierarchies stays the same between versions, but the data is different.

You select which version to view using the version selector in the upper right of
many screens.

Click on the VERSION SELECTOR DROP-DOWN menu to see version options.
Use the + icon and — icon to expand or contract the version folders.
Click on a VERSION to display that version.

Expenditure Projection - l_,l,_ M
;_

Search

=] Budget_Actual_Encumbrance

& Budgst _ o
& Actual Expenditure Projection v
L Encumbrance cearch 2
= Current Year Plan L
@ Initial Bucioet /= [E| Budget_actusl_Encumbrance
5 Wiorking Budoet = Crrent Wear Plan
Expenditure Projection i Initial Budget
= || Future Year Plan L Wiorking Budget
& FY Inttial Budget i Expenditure Projection
'L;D Future Year Plan
& FY Initial Budget

Note: The EXPENDITURE PROJECTION version is in bold as it is the default
version.
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41 ACTUAL VERSIONS

Actual versions contain data from Oracle Financials refreshed as of Oracle
Production the day prior. Actual versions are records of what has happened.
Actual versions are in the folder BUDGET_ACTUAL_ENCUMBRANCE and
include (1) Budget, (2) Actual and (3) Encumbrance data as posted in Oracle
Financials. Actual versions are LOCKED versions meaning that users can view
the data but cannot edit the data.
Actual versions are accessed within REPORTS ONLY.
= Budget_2Actual_Encumbrance

& Budget

& Actual

& Encumbrance

411 BUDGET

The actual version for BUDGET contains budget data from Oracle Financials
refreshed as of Oracle Production the day prior.

Budget -
Search || |JD
= Budget_Actual_Encumbrance

1% Bucget
% Actual

Encumbrance

41.2 ACTUAL

The actual version for ACTUAL contains actual data from Oracle Financials
refreshed as of Oracle Production the day prior.

Actual -
Search || |.D
= Budget_Actual_Encumbrance

Budget

<= Actusl )
% Encumbrance
4.1.3 ENCUMBRANCE

The actual version for ENCUMBRANCE contains encumbrance data from Oracle
Financials refreshed as of Oracle Production the day prior.

Encumbrance v
Search | |P
= =] Budget_Actual_Encumbrance

Budget
Actusl

ncumbrance
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4.2 PLANNING VERSIONS

Planning versions are about financial data in the future and contain data input by
Adaptive users and/or Budget & Finance. SDSU uses planning versions to
develop budgets and to forecast expenditures. Planning versions include (1) FY
Initial Budget, (2) Initial Budget, (3) Working Budget, and (4) Expenditure
Projection.

Planning versions reside in two folders: FUTURE YEAR PLAN and CURRENT
YEAR PLAN. The FUTURE YEAR PLAN folder includes (1) FY INITIAL
BUDGET. The CURRENT YEAR PLAN folder includes (1) INITIAL BUDGET, (2)
WORKING BUDGET, and (3) EXPENDITURE PROJECTION.

Planning versions may be LOCKED versions meaning that users can view the
data but cannot edit the data. The (1) Initial Budget and (2) Working Budget
versions will always be locked versions.

= current “ear Plan
& Initial Budget
1 Warking Budget
Expenditure Projection
= Future Year Plan
& F¥ Initial Budget

4.21 FY INITIAL BUDGET

=l Future %ear Plan

FY Initial Bucget

The FUTURE YEAR PLAN folder includes the FY INITIAL BUDGET version.
This planning version is where the initial (July) budget is developed. This version
will be UNLOCKED for data entry during the period when the initial budget is in
development. Once the FY INITIAL BUDGET version is finalized, it will be
LOCKED. When the new FY opens in July, the FY INITIAL BUDGET version
budget data will be uploaded to Oracle and the FY INITIAL BUDGET version will
replace the INITIAL BUDGET version in the CURRENT YEAR PLAN folder.

4.2.2 INITIAL BUDGET

= Currert *ear Plan
(5] Inttial Budget
é Wiarking Budoet
Expenditure Projection

The CURRENT YEAR PLAN folder includes the INITIAL BUDGET version. This
planning version is the initial (July) budget. The initial (July) budget is developed
in the FY INITIAL BUDGET version and is then copied to the INITIAL BUDGET
version in July. The INITIAL BUDGET version is always LOCKED.
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4.2.3 WORKING BUDGET

= Current “ear Plan
Intial Budset

% Wiarking Budget
% Expenditure Projection

The CURRENT YEAR PLAN folder includes the WORKING BUDGET version.
This planning version is the INITIAL BUDGET version adjusted to include
processed BUDGET TRANSFERS to provide the working budget (or current
budget) for the fiscal year. The WORKING BUDGET version is always LOCKED.

4.2.4 EXPENDITURE PROJECTION

= Currert Year Plan
Initial Budget

Winrking Budset

The CURRENT YEAR PLAN folder include the EXPENDITURE PROJECTION
version. This planning version is where users can enter data for planned
expenditures or commitment of funds for open accounting periods. This version
allows users to capture financial data that is not reflected in Oracle as an
ACTUAL or ENCUMBRANCE so it can be displayed in reports to reflect a more

accurate funds available. The EXPENDITURE PROJECTION version is always
UNLOCKED.
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4.3 VERSION NAVIGATION

To display and/or enter data in Adaptive, it is important to ensure you have
selected the appropriate version. The version selection menu is located on the
top right of the screen to the left of the user profile.

Click on the VERSION SELECTOR DROP-DOWN menu to see version options.
Use the + icon and — icon to expand or contract the version folders.
Click on a VERSION to display that version.

Expenditure Projection M !_L v
;_

Search
= Budget_Actual_Encumbrance
{5 Buclget _ _ _
4 Actusl Expenditure Projection v
| & Encumbrance
Search 2
= Current vear Plan ks
2 Initial Budget = Budget_Actual_Encumbrance
& Winrking Budget = Current Year Plan
Expenditure Projection i Initial .Eludget
= _1Future Year Plan & Working Budget
& FY Initisl Budget i Expenditure Projection
@ Future Year Plan
& FY¥ Initial Bucget
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A SHEET is where users view, enter, and update financial data. SDSU has
developed multiple sheets to capture the various types of personnel and financial
data used in budget and reporting processes. Sheets are used for budget
development and expenditure planning.

5.1 SHEET NAVIATION

Click SHEETS from the navigation menu to see your sheets listed in the
submenu.

= SDSU gnpessue San Diego State University Sheets / Overview

Home:

Sheets

Assumptions

Reports

DEEILLETGE

Announcements

Processes

Workflow

Formulas

Modeling

Administration

Integration

Support

Sheets

Overview

Balance Sheet

Income Statement

Personnel - Faculty/Staff

Personnel - Student

Operating Expense

Revenue

Budget - Transfers

Assumptions - Position

Federal Work Study

Student Data

Multi-Year Plan

Locals
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Click any SHEET to view it.

= SDSU o San Diego State University Sheets [/ Overview

Q search
|«

Name
&  Level Assigned Balance Sheet
2 Assumptions Income Statement
Personnel - Faculty/Staff
Personnel - Student
Operating Expense
Revenue
Budget - Transfers
Assumptions - Position
Federal Work Study

Student Data

Multi-Year Plan

Locals

Or, click OVERVIEW to go to the sheets overview page.

= SDSU i i San Diego State University Sheets [ Overview

Home Sheets

Sheets Overview

Assumptions Balance Sheet

Reports Income Statement

Dashboards Personnel - Faculty/Staff

Announcements Personnel - Student

Processes Operating Expense

Workflow Revenue

Formulas Budget - Transfers

Modeling Assumptions - Position

Administration Federal Work Study

Integration Student Data

Support Multi-Year Plan

Locals
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Click any SHEET to view it.

SDSU imiesmsise San Diego State University Sheets / Overview

I Q fsearch l
Add New e

| gn  Level Assigned

£ Assumptions

Name

Balance Sheet

Income Statement
Personnel - Faculty/Staff
Personnel - Student
Operating Expense
Revenue

Budget - Transfers
Assumptions - Position
Federal Work Study
Student Data
Multi-Year Plan

Locals

The following functions are available from the sheets toolbar:

Expand/Collapse Formula Bar — shows/hides formula bar.
Formula Assistant n — opens the formula assistant.

Save [E] - commits all changes to the database.

Download/ Printable View — generates a printable view of the
data on the sheet by exporting to Microsoft Excel.

Add Split or Add Row E — adds a new row onto the sheet. If more
than one cell is currently selected, or new rows cannot be added, this
button is inactive.

Delete Split or Delete Row E — deletes the row with the currently-
selected cell from the sheet. If more than one cell is currently selected,
this button is inactive.
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e Copy Formula/Value Mode — toggles between Copying the Value
of Selected Cells or Copying the Formulas (shown). Works in combination
with Ctrl-C when copying data within a cell.

e Reset to Default View — allows users to reset the screen to the view
prior to any changes (if this is selected and changes are not saved,
changes will be lost).

o Display Options (Filter) — allows users to select from the viewable
time range, column display options (i.e. months, quarters, years) and
suppress rows if zeros or blanks options.

¢ Refresh Sheet — discards all unsaved changes on the sheet and
reloads the sheet from the database. If other users have saved changes,
the refresh will reflect those updates.

o Filter IEl - allows users to filter the view base on specific, cell, row or
column data.

Click DISPLAY OPTIONS from the sheet toolbar.

Select the COLUMN DISPLAY OPTIONS you would like to display on the sheet.
Click on APPLY.

Display Options

Time Filter Rows Hide Columns
Select calendar and time range to display
Calendar
DefaultTimeHierarchy v ‘
Start End
Start of Version v ‘ End of Version v
Month Quarter Year
Al
FY2022/23
FY2023/24

[] setas default for all users
o ( cancel )

Select the FILTERS tab and select a COLUMN along with the criteria.
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Click on APPLY.

Display Options
Time Filter Rows Hide Columns

Select calendar and time range to display

[[] setas default for all users

Calendar

DefaultTimeHierarchy v ‘

Start End

| Start of Version v ‘ ‘ End of Version

Month Quarter

All
FY2022/23
FY2023/24

Year
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5.3 SHEET RIGHT-CLICK MENU OPTIONS

Several of the toolbar options can also be accessed from the right-click menu.

Clear: Erase the current contents of the cells by setting their values to
zero.
Copy Forward: Not available for rollups. A submenu with two choices:

e Copy Forward To End: Copies the value or formula of the
currently-selected cell into every cell on the current row of the
version, from the currently-selected cell to the end of the row.

e Advanced: Allows you to specify how far to copy the value forward,
and how to change the value in each cell, if desired (e.g. increase it
by 10% each month).

Formula Assistant: Begin editing the contents of the cell using the
Formula Assistant.

Adjust: Used to adjust the values of all cells in the selected range.
Adjustments can raise or lower the values in the cells by a percentage or
by a fixed amount. If you adjust cells that contain formulas, those formulas
are replaced with numeric values.

Add Note: Add a note to the cell.

Edit Note: Edit a note attached to the cell.

Remove Note: Remove the note attached to the cell.

Add Split: Adds a new split to the account whose cell is selected. You
cannot add splits in a cumulative plan-by-delta account.

Rename Split: Renames the current split of the account.

Delete Split: Deletes the current split of the account.

Add Row: Modeled sheets only. Adds one or more new rows to the sheet.
Choose the number of rows to add from the context menu.

Copy Row: Copies the selected row or rows to the end of the sheet.
Delete Row: Deletes the selected row or rows from the sheet.

Row Details: Displays the values for all Modeled Accounts associated
with the current sheet for the selected row.

Explore Cell: Opens the Cell Explorer on the selected cell. This button is
active only if the cell contains value for formula.
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5.3.1 SHEET COPY FORWARD

Enter an amount in the timespan and RIGHT-CLICK on the cell.
Click COPY TO END.

lan-2018 Feb-2018 Mar-2018 Apr-2018 May-2018 lun-2018 FY2017
&i30.00 §§0.00
8 clear #if0.00
~ >
Copy Farward ’(CDF":-’TD E”?
Farmula Assistant Advanced. .
Adjust

Amount is copied into each future period up to the last period.
Note: Data entered and not saved will be blue font.

Jan-2018 Feb-2015 Mar-2018 Apr-201% May-2018 Jun-2018 FY2017
&50.00 &50.00 &50.00 &&0.00 &50.00 4,300.00
&40.00 d40.00 &40.00 &60.00 G50.00 4,300.00

Click on the SAVE icon from the toolbar to save.

o B 2 = I BE & & x C

Note: Data entered changes from blue to black font upon save.

Jan-2018 Feb-2016 Mar-2015 Apr-2018 Flay- 2016 Jun-2018 FY2017
aa0.00 g50.00 a580.00 ga0.00 ga0.00 4,400.00
850.00 §430.00 580.00 850.00 §50.00 4,300.00

5.3.2 SHEET ADD SPLIT

Only the OPERATING EXPENSE and REVENUE sheets allow split rows.

RIGHT-CLICK on a row and click on SPLIT ROW.

San Diego State University | Sheesets » Operating Expense

Lewel Org-Achirity Hatural Account Account Descripiio

[9999 S9999-000 S0410 TEL LORG D] STe
[9999 S9999-000 | _sosos | TRAWEL IM STATE
[9999 [S99993-000 Blals Clear -r
S9999 S9999-000 as0s0 =1
[=l=l= == Sogo9-000 a5a405 Explore Cell B -

- =
[9999 S9999-000 (==t RS A R =
[9999 S9999-000 SSa20 IR
Total Copw Roww

Delete Row

TESplit Romws

Row Detail s
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You can add multiple splits. Enter AMOUNT in the timespan for each split.
Note: Data entered and not saved will be blue font.

2 (- 88949 | 59993-000 G005 TRAVEL M STATE ualala] 1006 3301
+ 99...  99999%-000 60605 TRAYEL IN STATE 0000 1006 3301
+ 99... | 99999%-000 60605 TRAYEL IN STATE 0000 1006 3301 000

Click on the SAVE icon from the toolbar to save.

Note: Data entered changes from blue to black font upon save.

2 = 99999 99333-000 a0a05 TRAYEL IM STATE aooo 1006 3301 500.00
3 9. 29333-000 60605 TRAWEL IN STATE Q000 1005 3301 300,00
93.. 99339-000 60605 TRAVEL IM STATE aooa 1006 3301 500.00
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5.3.3 SHEET ROW DETAILS

RIGHT-CLICK on a row and cIic_k_on ROW DETAILS.

E San Diego State University | Sheets 1€ersonnel- Facultw’staﬁ > Adaergl@vEB

= I B E a

# Org-#Actvity | Hatural Account~ | Accoun...  Ende...  Fund Function Start Date End Date Pos Perl
1 99999-000 60135 SUPPORT 0000 1006 F301 10000515 Perm
99999-000 60135 SUPPORT 3201 5430 3301 10002615 Perem
3 99999-000 60135 SUPPORT 3201 5430 3301 100004 Clear
4 993995-000 60192 MANAGED 0000 1006 3501 100017
5 Total Explore Cell
£
Add Row
Copy Row
Delete Row
Row Detail

A new window (pop-up) will open and display the row details.

The row details items is most applicable to personnel data as it provides the
benefits and risk pool amounts and rates that are not included in the row display.
Use the SCROLL BAR to display data to the left and right.

Level: 99999 - TRAINING
Org-Activity: 99999-000
Matural Account: 60135
Account Description: SUPPORT STAFF SALARIES
Endeavor: 3201
Fund: 5430
Aceount Oct-2017 Maw-2017 Diec-2017 Jan-2018 Feh-2018 Mar-2013 Apr-2018 May-2018 Jun-2018
Timespan 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
1 Morthly Salary 524000 5,240.00 524000 5,240.00 524000 5,240.00 524000 5,240.00 524000
02 Comp Rate 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
03 Adjusted Salary 524000 5,240.00 524000 5,240.00 524000 5,240.00 524000 5,240.00 524000
04 Initial Salary Budget £,240.00 £,240.00 £,240.00 £,240.00 £,240.00 £,240.00 £,240.00 £,240.00 £,240.00
05 Bud TRF Bass 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
06 Bud TRF 1x 0.00 0.0 0.00 0.0 0.00 0.0 0.00 0.0 0.00
07 Tatal Salary Budget 524000 5,240.00 524000 5,240.00 524000 5,240.00 524000 5,240.00 524000
05 Benefits 0.00 0.00 0.00 0.00 3,406.00 3,406.00 3,406.00 3,406.00 3,406.00
09 Benefit Rate 0.00% 0.00% 0.00% 0.00% 5:5.00% 65.00% 5:5.00% 65.00% 5:5.00%
10 Risk Pool 0.00 0.00 0.00 0.00 94.00 94.00 94.00 94.00 94.00
11 Risk Pool Rate 0.00% 0.00% 0.00% 0.00% 1.80% 1.80% 1.80% 1.80% 1.80%
12 Total Budget Plan 5,240.00 5,240.00 5,240.00 5,240.00 §,740.00 §,740.00 §,740.00 §,740.00 §,740.00
13 Adjusted FTE 10 1.0 10 1.0 10 1.0 1.0 1.0 1.0
tonthly Fraction 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00
Y ws PY Wariance £,240.00 £,240.00 £,240.00 £,240.00 £,240.00 £,240.00 £,240.00 £,240.00 £,240.00
< >
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5.4 PERSONNEL - FACULTY/STAFF

The PERSONNEL — FACULTY/STAFF sheet is where users view, enter, and
update information for faculty/staff (including management) accounts.

Click SHEETS from the navigation menu to see your sheets listed in the
submenu. Click PERSONNEL — FACULTY/STAFF to view sheet.

(= | 5an Diego State University  Sheets » Personnel - Faculty/staff

Sheets
HOME

ey e

SHEETS ©

Personnel - Faculty/Staff

5.4.1 DATA ENTRY - EXPENDITURE PROJECTION

Click on EXPENDITURE PROJECTION to display version.
Expenditure Projection wj_ -
;-_

Search

= Budget_Actual_Encumbrance
& Budget
& Actusl
i Encumbrance
= Current Year Plan
& Intisl Budget
5 Wiorking Bucdget
Expenditure Projection
= Future Year Plan
& FY Initial Budget

Select the LEVEL to display from the level drop-down menu.
[ r

Budget & Finance will pre-populate the PERSONNEL — FACULTY/STAFF sheet
for the EXPENDITURE PROJECTION version as a copy of the data in the
INITIAL BUDGET version. And may project monthly salary based on July actual
upon divisional/college/department request.

The columns in the PERSONNEL — FACULTY/STAFF sheet allow users
flexibility to plan their expenditures based on divisional/college/department
business process.
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Level Org-Activity Hatural Account = Account Description Endea...  Fund Function

Level — required (will only display if you select a parent level)
Org-Activity — required (format ORGXX-ACT)

Natural Account — required

Account Description — view only (attribute of NATURAL ACCOUNT)
Endeavor — required

Fund - required

Function — required

Start Date  End Date Positionkum bher Pos Permi/Temp  Pos HeadCount | JobCode lob Code Title

Start Date — optional (required for Lump Sum)
End Date — optional
Position Number — optional, select from drop-down list
Pos Perm/Temp — optional, select from drop-down list
Pos HeadCount — optional
JobCode — optional, select from drop-down list
e Job Code Title — view only (attribute of JOB CODE)
Working Title UnionCode Union Code Empl ID EmiplHam e Empl Status
e Working Title — optional
e Union Code — optional, select from drop-down list
e Union Code — view only (attribute of JOB CODE)
e Empl ID — optional, select from drop-down list (updated monthly after
payroll posts)
e Empl Name — view only (attribute of EMPL ID)
e Empl Status — optional
Comp Rate Frequency FTE Distribution % Projection | Bud TRF Base Bud TRF 1z  Total Projection

e Comp Rate — amount that applies to Frequency (i.e. monthly salary)
e Frequency — select from drop-down list
o Annual: amount for fiscal year (Frequency = 1)
o Monthly: amount for single month (Frequency = 12)
o Lump Sum: lump amount will apply to month entered in Start Date
e FTE - Full Time Equivalent of position (does not apply to Lump Sum)
e Distribution % - portion of FTE funded from this line (does not apply to
Lump Sum)
e Projection — view only (calculated as Comp Rate * Frequency * FTE *
Distribution % * remaining months/open periods) (does not apply to Lump

Sum)

e Bud TRF Base — view only (does not apply to EXPENDITURE
PROJECTION version)

e Bud TRF 1x - view only (does not apply to EXPENDITURE PROJECTION
version)

e Total Projection — view only (same as Projection)
PY Initial Budget  Hotes  Emp Group
e PY Initial Budget — optional (may be pre-populated)
e Notes — optional
e Emp Group — optional
Jul-2017  Aug-2017 Sep-2017 Oc-2017  Mow-2017 Dec-2017 Jan-2018 Feb-2018 Mar-2018 Apr-2018 May-2018 Jun-2018 FY2017
e Period(s) — displays period(s) based on display options selected
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Users have the option to (1) use the Comp Rate calculation
(Comp Rate * Frequency * FTE * Distribution %) or

Comp Rate Frequency FTE Distribution %  Projecton
5,536.00 Monthly 1.00 100.00% 32,680.00
5,240.00 Manthly 1.00 100.00% 26,200.00
4.500.00 Manthly 1.00 100.00% 22.500.00

10,702.00 Manthly 1.00 100.00% 53,510.00
134,890.00

(2) enter the monthly amounts in the timespan
(TIMESPAN will always OVERRIDE the COMP RATE calculation)

Jan-2018 Feb-2018 Mar-2018  Apr-2018  May-2018  Jun-2018 FY2017
653600 653600 653600 653600 | 653600 52,650.00
524000 @ 524000 @ 524000 @ 524000 | 524000 26,200.00
450000 @ 450000 @ 450000 450000 | 4,500.00 22 500.00
1070200 | 1070200 | 1070200 | 1070200 | 10,702.00 53,510.00

26,976.00  26,978.00 26,976.00  26,978.00 26,975.00 134,590.00

NOTE: Only data from the EXPENDITURE PROJECTION version
for OPEN periods will display in reports. ACTUAL data will
display in reports for CLOSED periods.
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5.5 PERSONNEL - STUDENT

The PERSONNEL — STUDENT sheet is where users view, enter, and update
information for student accounts.

Click SHEETS from the navigation menu to see your sheets listed in the
submenu. Click PERSONNEL — STUDENT to view sheet.

== | San DiegoState University = Sheets » Personnel - Student

Sheets
HOME

Chenyiew

SHEETS

Personnel - Faculty/Staff

ASSUMPTIONS Fersonnel - student

5.5.1 DATA ENTRY - EXPENDITURE PROJECTION

Click on EXPENDITURE PROJECTION to display version.
Expenditure Projection wj_ M

Search

= Budget_Actual_Encumbrance
& Budget
& Actusl
& Encumbrance
= Current Year Plan
& Initial Budget
& Wiorking Budoet
Expenditure Projection
=2 Future Year Plan
& FY Initial Budget

Select the LEVEL to display from the level drop-down menu.

Budget & Finance will pre-populate the PERSONNEL — STUDENT sheet for the
EXPENDITURE PROJECTION version as a copy of the data in the INITIAL
BUDGET version.

The columns in the PERSONNEL — STUDENT sheet allow users flexibility to
plan their expenditures based on divisional/college/department business process.
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Level Org-Activity Hatural Account = Account Description Endea...  Fund Function

Level — required (will only display if you select a parent level)

Org-Activity — required (format ORGXX-ACT)

Natural Account — required

Account Description — view only (attribute of NATURAL ACCOUNT)

Endeavor — required

Fund - required

Function — required

StartDate  EndDate  Positionbumber  Head Count Job Code Title UnionCode |Empl ID Empltiam e
e Start Date — optional (required for Lump Sum)

End Date — optional

Position Number — optional, select from drop-down list

HeadCount — optional

JobCode — optional, select from drop-down list

Title — optional

Union Code — optional, select from drop-down list

Empl ID — optional, select from drop-down list (updated monthly after

payroll posts)

e Empl Name — view only (attribute of EMPL ID)

Comp Rate Frequency FTE Distribution % Projection  Bud TRF Base Bud TRF 1x  Total Projection

e Comp Rate — amount that applies to Frequency (i.e. hourly salary)
e Frequency — select from drop-down list
o Annual: amount for fiscal year (Frequency = 1)
o Hourly: amount for single month (Frequency = 12)
o Lump Sum: lump amount will apply to month entered in Start Date
e Hours — required for Hourly Frequency
e Projection — view only (calculated as Comp Rate * Frequency * hours (if
applicable) * remaining months/open periods) (does not apply to Lump

Sum)

e Bud TRF Base — view only (does not apply to EXPENDITURE
PROJECTION version)

e Bud TRF 1x - view only (does not apply to EXPENDITURE PROJECTION
version)

e Total Projection — view only (same as Projection)
PY Initial Budget HMotes  Emp Group
e PY Initial Budget — optional (may be pre-populated)
¢ Notes — optional
e Emp Group — optional
Jul-2017  Aug-2017 Sep-2017 Oct-2017 How-2017 Dec-2017 Jan-2018 Feb-20186 Mar-2018 Apr-2016 May-2018 Jun-2018 FY2017

e Period(s) — displays period(s) based on display options selected
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Users have the option to (1) use the Comp Rate calculation
(Comp Rate * Frequency * FTE * Distribution %) or

Comp Rate Frequency Hours Projection
11.00 Hourly S0.00 4.,400.00
11.00 §0.00 4,300.00

(2) enter the monthly amounts in the timespan
(TIMESPAN will always OVERRIDE the COMP RATE calculation)

Jan-2018 Feb-2014 Mar-2018 Apr-2014 kay-2018 Jun-2018 FY2017
G50.00 ga0.00 ga0.00 &50.00 Ga0.00 4.,400.00
&§50.00 &50.00 &80.00 &§30.00 850.00 4,400.00

NOTE: Only data from the EXPENDITURE PROJECTION version
for OPEN periods will display in reports. ACTUAL data will
display in reports for CLOSED periods.
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5.6 OPERATING EXPENSE

The OPERATING EXPENSE sheet is where users view, enter, and update
information for operating accounts.

Click SHEETS from the navigation menu to see your sheets listed in the
submenu. Click OPERATING EXPENSE to view sheet.

'/-L => San Diego State University | Shests » Operating Expense

Sheets
HOME

Cheryiey
SHEETS

Fersonnel - Faculty/Staff

ASSUMPTIONS Personnel - Student

Operating Expenze
L H

5.6.1 DATA ENTRY - EXPENDITURE PROJECTION

Click on EXPENDITURE PROJECTION to display version.

Expenditure Projection ( A F L -
V Saarch D _
= Budget_2Actual_Encumbrance
& Budget
& Actusl

i Encumbrance
=2 Current Year Plan
& Intial Budget
& Warking Budget
Expenditure Projection
=2 Future Year Plan
& FY Initial Budget

Select the LEVEL (Department/Organization) to display from the level drop-down
menu.

[

Budget & Finance will pre-populate the OPERATING EXPENSE sheet for the
EXPENDITURE PROJECTION version as a copy of the data in the INITIAL
BUDGET version.
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The columns in the OPERATING EXPENSE sheet allow users flexibility to plan
their expenditures based on divisional/college/department business process.

Level Org-Actvity Matural Acco...  Account Description Endeavor  Fund Functi... |Description
e Level —required (will only display if you select a parent level)
e Org-Activity — required (format ORGXX-ACT)
e Natural Account — required
e Account Description — view only (attribute of NATURAL ACCOUNT)
e Endeavor - required
e Fund - required
e Function — required
e Description — optional

Projection Bud TRF Base Bud TRF 1x Total Projection

e Projection — view only (summation of amounts in timespan)
e Bud TRF Base — view only (does not apply to EXPENDITURE

PROJECTION version)
e Bud TRF 1x - view only (does not apply to EXPENDITURE PROJECTION
version)
e Total Projection — view only (same as Projection)
PY Initial Budget Hotes

e PY Initial Budget — optional (may be pre-populated)
e Notes — optional
Jul-2017  Aug-2017 Sep-2017 Oc-2017  Mow-2017 Dec-2017 Jan-2018 Feb-2018 Mar-2018 Apr-2018 May-2018 Jun-2018 FY2017

e Period(s) — displays period(s) based on display options selected

Users enter/edit the monthly amounts in the timespan for open periods.
Account Description Jan-20:18 Feb-2015 Mar-2013 Apr-2015 May-2018 lun-2015 FY2017

TEL LOMG DISTA... 16.00 16.00 1600 1600 16.00 G0.00
TRAYEL IN STATE 80000 800.00
TRAYEL IN STATE 30000 300.00
TRAYEL IN STATE 200,00 50000
T HARDWARE-... 1,200.00 120000
SUPPLIES (CONS... 150,00 15000 300.00
COPY MACHINE - .. 250,00 250,00 230,00 230,00 230.00 125000
REPROGRAPHICS
TELECON RECUR... £32.00 fa.00 &32.00 &32.00 f32.00 32500
2,481.00 33100 33L.00 481.00 33L.00 3,955.00
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Amounts flow to the Projection and Total Projection columns.

ficcount Description  Description
TEL LOMG DISTA. .

TRAVELIN STATE  {multiple)
TRAVELIN STATE  trip 1
TRAVELIN STATE  trip 2

IT HARDAABRE- .

SUPPLIES {CONS...

COPY MACHINE - ...

REPROGRAPHICS
TELECOM RECUR...

Projection

Bud THRF Base

§0.00
§00.00
300.00
500.00

1,200.00
300.00

1,250.00

325.00
3,955.00

0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.00

Bud TRF 1x

0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.0
0.00

Total Projection
50.00
g0o.o0
300.00
S00.00
1,200.00
300.00
1,250.00
0.0a
325.00
3,955.00

NOTE: Only data from the EXPENDITURE PROJECTION version
for OPEN periods will display in reports. ACTUAL data will
display in reports for CLOSED periods.
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5.7 REVENUE

The REVENUE sheet is where users view, enter, and update information for
revenue accounts.

(== ) San DiegoState University | Sheets > Revenue

Sheets
HOME

ey e

SHEETS »
Personnel - Faculty/Staff

ASSUMPTIONS Personnel - Student

Operating Expense
REPORTS
Revenue

5.7.1 DATA ENTRY - EXPENDITURE PROJECTION

Click on EXPENDITURE PROJECTION to display version.
Expenditure Projection - !| 1 -

Search

I E Budget_Actual_Encumbrance
& Budget
& Actual
i Encumbrance
=2 Current Year Plan
& Intial Budget
5 Working Budget
Expenditure Projection
= Future Year Plan
& FY Initial Budget

Select the LEVEL (Department/Organization) to display from the level drop-down
menu.

[

Budget & Finance will pre-populate the REVENUE sheet for the EXPENDITURE
PROJECTION version as a copy of the data in the INITIAL BUDGET version.
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The columns in the REVENUE sheet allow users flexibility to plan their
expenditures based on divisional/college/department business process.

Level Org-Activity  Matural Acco..  Account Description Endeavor  Fund Funct.. Source & Description
Level — required (will only display if you select a parent level)
Org-Activity — required (format ORGXX-ACT)

Natural Account — required

Account Description — view only (attribute of NATURAL ACCOUNT)
Endeavor — required

Fund — required

Function — required

Source — optional, select from drop-down list

Description — optional

Projection Bud TRF Base Bud TRF 1x Total Projection

e Projection — view only (summation of amounts in timespan)
e Bud TRF Base — view only (does not apply to EXPENDITURE

PROJECTION version)
e Bud TRF 1x - view only (does not apply to EXPENDITURE PROJECTION
version)
e Total Projection — view only (same as Projection)
PY Initial Budget Hotes

e PY Initial Budget — optional (may be pre-populated)
e Notes — optional
Jul-2017  Aug-2017 Sep-2017 Oc-2017  How-2017 Dec-2017 Jan-2018 Feb-2018 Mar-2018 Apr-2018 May-2018 Jun-2018 FY2017

e Period(s) — displays period(s) based on display options selected

Users enter the monthly amounts in the timespan

#ccount Description lan-201% Feb-201% Mar-2018 Apr-2018 May-2018 Jun-201% FY2017
MON-OPERATING REVE... -10,000.00 -10,000.00
-10,000.00 -10,000,00

Amounts flow to the Projection and Total Projection columns.

Account Description Projeciion Bud TRF Base Bud TRF 1x Total Projection
NOM-OPERATIMG REVE... -10,000.00 0.00 0.00 -10,000.00
-10,000.00 0.00 0.00 -10,000.00

NOTE: Only data from the EXPENDITURE PROJECTION version
for OPEN periods will display in reports. ACTUAL data will
display in reports for CLOSED periods.
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5.8 BUDGET - TRANSFERS

The BUDGET — TRANSFERS sheet is used ONLY in the WORKING BUDGET
version.

Click SHEETS from the navigation menu to see your sheets listed in the
submenu. Click BUDGET - TRANSFERS to view sheet.

= )San Diego State University | Sheets » Budget - Transfers

Sheets
HOME

Chreryien
SHEETS i
Personnel - Faculty/Staff

ASSUMPTIONS Personnel - student

Operating Expense
REPORTS
Revenue

DISCOVERY Budzet - Transfers

The existing budget transfer process whereby a department submits a budget
transfer form to Budget & Finance for processing in Oracle is unchanged with the
exception of a couple new required fields (1) Budget Category and (2) Position.

EFF DATE (POSITIO
UDGET (Format ACT  NAGCT  ENDV  FUND FUNG RFU TO FROM (m
TE G MMM VYVV) @) &) @ “@ &) “@ (DEBIT) (CREDIT) HACCTs)

Budmet TR 1% |~ \ | | | | | omo | |

These two new fields assist the flow of the budget transfer data within Adaptive.
The budget transfer data is imported into the BUDGET — TRANSFERS sheet.

Drg-Activity Hatural Accou...  Endeavor  Fund Function Date PositionMumber Budget Transfer Budget Category * Comments
99393-000 60135 aooo 1006 3501 127172017 10000515 1,572.00 Budget TR Base TRFO437; 2017718 PERM ROZ ROS RO7 ROZ COMP
599393-000 60192 oo 1006 3501 127172017 10001765 4,500.00 Budget TR Base TRFO436; 2017715 PERM ME0,/C99 COMP

The data from the BUDGET — TRANSFERS sheet then flows to the (1)
PERSONNEL — FACULTY STAFF sheet, (2) PERSONNEL — STUDENT sheet,
(3) OPERATING EXPENSE sheet, and (4) REVENUE sheet based on the
combination of GL account segments, position number (if applicable) and budget
category. An example of the PERSONNEL — FACULTY STAFF sheet showing

Positiontumber Projection Bud TRF Base Bud TRF 1x Total Projection
10000515 60,000.00 1,572.00 0.00 61,572.00
10002615 60,000.00 60,000.00
10000412 &0,000.00 60,000.00
10001766 120,000.00 4.500.00 0.00 124,500.00

300,000.00 6,072.00 0.00 306,072.00
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5.9 ASSUMPTIONS - POSITION

The ASSUMPTIONS - POSITION sheet is where users may view, enter, and
update the benefit rate assumption for self-supporting positions. Users have the
option to assign a specific benefit rate by position in the ASSUMPTIONS —
POSITION sheet otherwise the default benefit rate as published by Budget &
Finance will apply to benefit calculations within the PERSONNEL sheets.

Click SHEETS from the navigation menu to see your sheets listed in the
submenu. Click ASSUMPTIONS - POSITION to view sheet.

(= ] San Diego State University  Shests » Assumptions- Position

Sheets
HOME

Chy ey ey

SHEETS i
Personnel - Faculty/Staff

ASSUMPTIONS Personnel - Student

Operating Expense
REPORTS
==

DISCOVERY Budzet - Transfers

ANNOUNCEMENTS Aszsurmptions - Position

5.9.1 DATA ENTRY - FY INITIAL BUDGET
PENDING
5.9.2 DATA ENTRY - EXPENDITURE PROJECTION

Click on the LEVELS drop-down menu and select a LEVEL.

99993- TRAIMI., | & (@ PositionMu.., 10000412 w
# Accounts by Time Jul-2017F Aug-2017 Sep-2017 Oct-2017F
1 Benefit Rate 50.0000% 50.0000% S0.0000% S0.0000%
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Click on the POSITION NUMBER drop-down menu and select a POSITION.

(@ PositionNu... CICCCIEEIS ,)
q 100026158 , ~ |~

10002618 &

10002619
10002620
10002621

10002622

Enter a BENEFIT RATE in the desired period.
(W Levels: 59999 TRAINL. v | = (@ PositionNu.. 10002618 »

Accounts by Time Jul-2n17

Benefit Rate £9.0000%) |

Aug- 2017 Sep-201F Oct-2017 Mow-2017F Dec-2017

Right click and select COPY TO END to apply rate to future periods.

Jul-2017 Aug-2017 Sep-2017 Oct-201,
£9.0000%

Clear

Copy Forward ’(EDD‘;.-‘TD Ena

Copy Dawrward | sdvanced...

Farmula Assistant
Adjust

Add Mote

Explare Cell

Cube Details

Display Options

(@ Levels: 995959 - TRAIML.. (@ PosiionMu... 10002615 -
Accounts by Time Jul-2017 Aug-2017 Sep-2017 Oct-2017 Howv-2017 Dec-2017
Benefit Rate 69.0000% 69.0000%; 69.0000%: 69.0000%; 69.0000°%: 69.0000%:

Click on the SAVE icon from the toolbar to save.

f MW
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(W Levels: 99999 TRAINI.. | |& (@ PositionNu.. 10002618

Accounts by Time Jul-2017 Aug-2017 Sep-2017 Oct-2017 Mow-2017 Dec-2017
Benefit Rate £9.0000% £9.0000% £9.0000% £9.0000% £9.0000% £9.0000%

Follow the same steps to edit future periods.

How-2017 Dec-2017 Jan-2018 Feb-2015 ar-2015 Apr-2013 kay-2018 Jun-201§
69 .0000% 65.0000°%: b5.0000°%, B5.0000°%: 65.0000°%: b5.0000%, b5.0000°%, 65.0000°%:

Click on the SAVE icon from the toolbar to save.
Hou-2017 [ lan-2018 Feb-2018 Mar-2018 Apr-2018 May-2018 Jun-2018
69 .0000% 65.000 65.0000% 65.0000% 65.0000% 65.0000% 65.0000% 65.0000%

Review how the data in the ASSUMPTIONS — POSITION sheet is used in the
benefits calculation in the PERSONNEL — FACULTY/STAFF sheet:

Click SHEETS from the navigation menu to see your sheets listed in the
submenu. Click PERSONNEL — FACULTY/STAFF to view sheet.

(= | 5an Diego State University Sheets » Personnel - Faculty/Staff

Sheets
HOME

Cheryiew

SHEETS

Personnel - Faculty/Staff

Right click on a POSITIONNUMBER and click on ROW DETAILS.

E San Diego State University | Sheets leersonnel— Facultw’StaE ’, AdaFl’r'\:sI@vhetﬂ

Search...

# Org-#Actvity | Hatural Account~ | Accoun...  Ende...  Fund Function Start Date End Date PositionHumb... OS]
1 99999-000 60135 SUPPORT 0000 1006 3301 10000515 Perem
99999-000 60135 SUPPORT 3201 5430 3301 10002615 Perem
3 22933-000 60135 SUPPORT 3201 5430 3501 100004 Clear
4 22395-000 60192 TANAGED 0000 1006 3301 100017
5 Total Explore Cell
£
Add Row
Copy Row
Delete Row
Row Detail
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A new window (pop-up) will open and display the benefits amount and rate for
the position selected. Use the SCROLL BAR to display data to the left and right.

Level: 99999 - TRAINING
Org-Activity: 99999-000
Natural Account: 60135
Account Description: SUPPORT STAFF SALARIES
Endeavor: 3201
Fund: 5430
Account Oct-2017 Mor-2017 Dec-2017 Jan-2018 Feb-2015 har-2015 Apr-2015 Mary-2015 Jun-2015
Timesgpan 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
01 Marithly Salary £,240.00 £,240.00 £,240.00 £,240.00 £,240.00 £,240.00 £,240.00 £,240.00 £,240.00
02 Comp Rate 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
03 Adjusted Salary 524000 5,240.00 524000 5,240.00 524000 5,240.00 524000 5,240.00 524000
04 Initial Salary Budget 524000 5,240.00 524000 5,240.00 524000 5,240.00 524000 5,240.00 524000
05 Bud TRF Baze 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
06 Bud TRF 1x 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
07 Total Salary Budget 5,240.00 5,240.00 5,240.00 5,240.00 5,240.00 5,240.00 5,240.00 5,240.00 5,240.00
05 Benefits 0.00 0.0 0.00 0.0 3,406.00 3,406.00 3,406.00 3,406.00 3,406.00
09 Benefit Rate 0.00% 0.00% 0.00% 0.00% 6:5.00% 65.00% 6:5.00% 65.00% 6:5.00%
10 Risk Poal 0.00 0.00 0.00 0.00 94.00 94.00 94.00 94.00 94.00
11 Risk Pool Rate 0.00% 0.00% 0.00% 0.00% 180% 1.80% 1.60% 1.80% 1.60%
12 Tetal Budget Plan £,240.00 £,240.00 £,240.00 £,240.00 8,740.00 8,740.00 2,740.00 8,740.00 2,740.00
13 Adjusted FTE 1.0 10 1.0 10 1.0 10 1.0 10 1.0
tonthly Fraction 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00
CY vz PY Variance 5,240.00 5,240.00 5,240.00 5,240.00 5,240.00 5,240.00 5,240.00 5,240.00 5,240.00
<
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6 REPORTS

6.1 NAVIGATION

Click REPORTS from the navigation menu to see your favorite reports listed in
the submenu. Click any report to view it.

E San Diego State University  Announcerments » StatusTraining. htm

Reports
HOME

Crhreryienss

SUEETS IMonthly Payroll - Actual [Pay20
drillcowen)
ASSUMPTIONS

iWonthly Payroll - Budget Plan

REPORTS Payroll Transaction Repart (P ay
detailed tr: chions)

BUSELAE Funds Available (with drilldoarm)

ANNOUNCEMENTS WMonthly Budeet Plan - All Funds (incl
henefit =)

PROCESSES Transaction Report (Budezet fActual
JEncumbrance]

Support

Or, click OVERVIEW to go to the reports overview

Reports
HOME

Chreryiews

SHEETS

Monthly Payroll - Actual (Pay20240 w/
drillclorarm)

ASSUMPTIONS

wWonthly Payroll - Budeet Plan

REPORTS Payroll Transaction Report (Pay20/4C
detailed transactions)

DISCOVERY
Funds Available (with drilldown)

ANNOUNCEMENTS KMonthly Budget Plan - All Funds [incl
benefit <)

PROCESSES Transaction Report (Budget /Actual
JEncumbrance)
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6.2 REPORTS OVERVIEW PAGE

E San Diego State University | Reports

Search:
Folders 4|  Reports in Folder “Favorites"
x| [ =] Mame REPORTS
[~ Favarites ¢l Monthly Payroll - Actual {Pay20/40 v dri

[ Perzonal Repotts donthby Payroll - Budget Plan

FOLDERS

=147 Shared Reparts oll Transaction Report (Pay20/40 detailed transactions)
() Announcements 4il Funds Available (with drilldown}
[T B&F Cnly

¢i Monthly Budget Plan - All Funds (incl benefits)
¢l Transaction Report (Budget/ActualEncumbrance)

[Z] Current Year Reports
[~ Paryroll Reports:
[ Reuzakle Reports

6.2.1 SEARCH
Enter KEYWORDS (search criteria) in the search and press ENTER. A Search
Results folder appears as the last folder in the left folder pane and all reports with

titles that match your search keywords are listed in the right pane. These remain
in the Search Results folder until you conduct another search.

E 5an Diego State University | Reports

p—
Searchdfunds availakle ) |P x
e —

Folders #| Search Results for "funds available™
&2 | [E2 Marme
[T Favorites ¢l Funds Available (with drilldown)
[)Personal Reports ¢l Funds Available w/ Exp Proj (no drilldown to transactions)
=) Shared Reports
[~ Announcements
[ BEF Cnly
[~ Current “ear Reports

[ Psyroll Reports
Reusabls-Regprts

3 zakle I
A =earch Results
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6.2.2 FOLDERS PANE

Expand and collapse folders to find reports. Click on a FOLDER and the reports
saved there are listed in the reports list.

C Folders > #| Reports in Folder "“Shared Reports = Payroll Reports™

Bz | 2| Mame

[~ Favorites ol Monthby Payroll - Actual (Pay20:40 w) drilldown)

[_]Personal Reports ¢l Monthby Payroll - Budget Plan
=] Shared Reparts
[ ] Announcements
H [ JBEF Only
1 Currgnt “ear Reports

¢l Payroll Trangaction Report (Pay20,40 detailed transactiong)

ayrall Reparts
[ Reusable orts

The default folders can't be deleted or renamed, but you can create subfolders
within Personal reports. Default folders include:

o Favorites: To add reports to your favorites, right-click on any report and
click ADD TO FAVORITES.

o Personal Reports: Any report you create saves to Personal Folders by
default. You can copy any report to this folder by SAVING AS when the
report is open or by selecting COPY TO PERSONAL FOLDER from the
context menu (right-click on report).

o Shared Reports: Contains reports created by others that were shared with

you.
o Reusable Reports: Contains reports that you or others have saved as

reusable.

Use the EXPAND or COLLAPSE icon next to Personal or Shared folders to
navigate any subfolders and browse for reports.

To create a new folder: right-click on PERSONAL REPORTS and click ADD
NEW FOLDER. Enter a NAME for the new subfolder and press ENTER.
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6.2.3 REPORTS LIST

View a list of reports within a selected folder. Click the REPORT to run it.
Depending on the report, you may be asked to select report parameters.

Or RIGHT-CLICK to select actions from the context menu.
E San Diego State University | Reports=

Search: pe
Folders 4|  Reports in Folder "Personal Reports™
&= | [ Marme
[~ Favorites ¢l Monthly P . .
| Personal Reports dhf Addto Favorites
=15 Shared Repotts {;.] Add to Reusable Reports
[~ Announcements
& (] B&F Only = Rename
[ Current Year Reports } Mocdify
P Il Report
(Payrall Reports 45 Attach Template
[ Reuszakle Reports
[T Search Resultts ftﬁ Fun as HTML
CONTEXT L% Run as Excel
MENU POF Runas PDF
il ool Runas Template
8 Create Snapshot
%l Delete
L Properties
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Add to Favorites

The favorites folder is displayed first when you initially visit the reports tab
during a session. You can add the reports you run most frequently to your
Favorites to make them easily accessible.

Add to Reusable Reports

Selecting this option creates a copy of the report in the Reusable Reports
Folder. Once a report is copied to another location using this option, the
new report and the base report are completely independent.

Copy to Personal Folder

Selecting this option creates a copy of the report in the Personal Folder.
Once a report is copied to another location using this option, the new
report and the base report are completely independent.

Email Report

Selecting this option brings up the Email Report dialog where you can
specify users, groups, and/or levels to which you want to email the report.
Rename

Users can rename any of the reports they own using this option.

Modify

When you select this option, you are taken to the report builder and you
have the option to modify any element that was established when the
report was created. All users can modify a report that they own. Save as
to your Personal Report folder to modify a report that you do not own.
Attach Template

Templates can be attached to any report to customize formatting on the
report. Many clients use templates to create ready-to-go reports with the
company logo and custom formatting.

Run as HTML

This option makes it easy for a user to run a report with a preferred output
format other than HTML as HTML.

Run as ExcelTM

This option makes it easy for a user to run a report with a preferred output
format other than ExcelTM as ExcelTM.

Run as PDF

This option makes it easy for a user to run a report with a preferred output
format other than PDF as PDF.

Run as Template

This option makes it easy for a user to run a report with a preferred output
format other than ExcelTM Template with a template. This option only
appears if a template has been attached to the report.

Create Snapshot

Selecting this option allows you to create a snap-shot of a report or a copy
of the report at a certain point in time.

Delete

Users can delete any of the reports they own using this option.
Properties

Selecting this option brings up the Report Properties dialog. In this dialog,
you can change the report name and description, you can find the URL to
the report, the location in which the report is saved, the report creator and
the date and time the report was last viewed.
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6.3 RUN A REPORT
Click on a REPORT from the reports list to run the report.

You may be asked to select report parameters. Select PARAMETERS and click
RUN REPORT. Report parameters will vary by report.

Year | Fyvzoiyr v
Level TotalSDSU
Org-Activity  org-activity ™
Endeavor Endesvor ¥
Fund Furg ~
Function | Function

{ Fun Hean) Cancel

6.4 REPORT DRILLDOWN TO TRANSACTION

Click on an AMOUNT in the report display.
FY2017

Initial Budget Working Budget  Actuals Encumbrances Balance Available

2,095 065.00 2,198,920.00 1,247 37436 0.00 951 545 54
167,101.00 422 603.00 0.00 0.00 422 G03.00
0.00 o0 ( 11588 ) 0.00 (115.85)
70,000.00 147 80000 111,914.12 0.00 35,565.55
0.00 0.00 1,706.25 0.00 (1,706.25)

A new window (pop-up) will open. Click on DRILL INTO TRANSACTIONS in the
top right of the window. A transaction report will display including the transaction
detail that makes up the total selected on the report.

Drill Into Transactions

Trareaction Date 4 Trarsmction Amount

Jul 258, 2017 11585 UsD

Total 11525 LED
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6.5 PRINT A REPORT

6.5.1 PRINTABLE VIEW
Click on the PRINTABLE VIEW icon.

Select OPEN WITH or SAVE FILE and click OK.

() Save File

[] Da this autornatically for files like this fram now on,

{ (] 4 , Cancel

6.5.2 EXPORT REPORT

Click on the EXPORT REPORT icon.

Select either EXPORT TO EXCEL or EXPORT TO PDF.
*Ls Export to Excel

FOF  Export to PDF

6.6 ADAPTIVE REPORT TRANSLATION

Oracle Report: Adaptive Report:

Current Year Funds Available (with drilldown)

Account Analysis Transaction Report (Budget/Actual/Encumbrance)

SDSU Actuals Inquiry Report Transaction Report (Budget/Actual/Encumbrance)

SDSU All Encumbrance with GL Balance Transaction Report (Budget/Actual/Encumbrance)

Detail

Pay20/40 Monthly Payroll — Actual (Pay20/40 w/ drilldown)

Pay20/40 Payroll Transaction Report (Pay20/40 detailed transactions)
Pay30 Monthly Payroll — Budget Plan (Pay30 w/ drilldown)
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6.7 MATRIX REPORTS

The most commonly-used type of report as they have the most functionality. You
can place various elements like accounts, levels, and so on in rows and columns.
Matrix reports also let you use parameters, a way to change what the report
displays from drop-down menus on the report itself.

Click on a matrix REPORT from the reports list to run the report.

6.7.1 Monthly Payroll — Actual (Pay20/40 w/ drilldown)

The Monthly Payroll — Actual (Pay20/40 w/ drilldown) report is a summarized
version of the Pay20/40 reports and allows drilldown to transaction detail. It can
be run to exclude benefits (Pay20) or include benefits (Pay40). It includes Labor
Distribution Adjustments.

This report includes the following columns: (1) Level, (2) Org-Activity, (3)
Accounts, (4) Endeavor, (5) Fund, (6) Function, (7) Position Number, (8)
Employee Name and (9) Employee ID.

This report provides ACTUAL PAYROLL EXPENSE data by month and in total
for the fiscal year. Only months where payroll has posted will display data.

When this report is run, users can define the parameters to limit the display of
data in the report. Currently, ACCOUNT is not a parameter (Adaptive support
ticket in process to resolve).

Select PARAMETERS and click RUN REPORT.

Note: ACCOUNT 60100 Salary will include only salary accounts.
ACCOUNT 60099 Salary & Benefits will include salary and benefit accounts.

Period |Juz017 ¥ | to Jun2ois ¥

@mt BOM00 Salary ¥ )

Level Tatalsosg -

Org-Activity | Org-Activity
Endeavor Endesvar ¥

Fund Furd
|60100 Salary ¥

Function Function
Search:

{ Fun Report ,Cancel =l B0099 Salary & Benefits
= B0100 Salary

Page 46 of 71



6.7.2 Monthly Payroll — Budget Plan (Pay30 w/ drilldown)

The Monthly Payroll — Budget Plan (Pay30 w/ drilldown) report is a summarized
version of the Pay30 report and allows drilldown to transaction detail. It can be
run to exclude benefits or include benefits. This report also includes expenditure
projections (previously managed in “shadow” systems) if the department is
inputting projections into the Expenditure Projection version providing a more
complete view of funds available. It includes Labor Distribution Adjustments.

This report includes the following columns: (1) Level, (2) Org-Activity, (3)
Accounts, (4) Endeavor, (5) Fund, (6) Function, (7) Position Number, (8)
Employee Name and (9) Employee ID.

This report provides ACTUAL PAYROLL EXPENSE data and PROJECTED
PAYROLL EXPENSE data by month and in total for the fiscal year. It also
includes the (1) Initial Budget and (2) Working Budget and provides a budget
balance for the fiscal year.

When this report is run, users can define the parameters to limit the display of
data in the report. Currently, ACCOUNT is not a parameter (Adaptive support
ticket in process to resolve).

Select PARAMETERS and click RUN REPORT.

Note: ACCOUNT 60100 Salary will include only salary accounts.
ACCOUNT 60099 Salary & Benefits will include salary and benefit accounts.

Period |Ju-z2017  *|to Jun20ia v

@nt B0M00 Salary ¥ )

Level | TotalsDsy

Org-Activity | Org-fctivity
Endeavor Endesvar

Fund Fund
|60100 Salary ¥

Function |Function
Search:

{ Fun Report ,Cancel =l 60029 Zalary & Benefitz
= G0100 Salary

Report will display ACTUAL expenditures for closed periods and PROJECTED
expenditures for open periods.
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6.7.3 Funds Available (with drilldown)

The Funds Available (with drilldown) report is a summarized funds available
report, similar to the Oracle funds inquiry, and allows drilldown to transaction
detail.

This report includes the following columns: (1) Level, (2) Org-Activity, (3)
Accounts, (4) Endeavor, (5) Fund, and (6) Function.

This report provides the (1) Initial Budget, (2) Working Budget, (3) Actuals, (4)
Encumbrance, and (5) Balance Available.

When this report is run, users can define the parameters to limit the display of
data in the report. Currently, ACCOUNT is not a parameter (Adaptive support
ticket in process to resolve).

Select PARAMETERS and click RUN REPORT.

Year |Fv2zoy =
Level |Total SDSL  w
Org-Activity | Org-sctivity
Endeavor Endeavar
Fund Fung

Funcdon Function

( Fun Hepur‘t). Cancel
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6.7.4 Funds Available w/ Exp Proj (no drilldown)

The Funds Available w/ Exp Proj (no drilldown) report is a summarized funds
available report, similar to the Oracle funds inquiry, and allows drilldown to
transaction detail. This report also includes expenditure projections (previously
managed in “shadow” systems) if the department is inputting projections into the
Expenditure Projection version providing a more complete view of funds
available.

This report includes the following columns: (1) Level, (2) Org-Activity, (3)
Accounts, (4) Endeavor, (5) Fund, and (6) Function.

This report provides the (1) Initial Budget, (2) Working Budget, (3) Actuals, (4)
Encumbrance, (5) YTD Balance Available, and (6) YTD % Expended and also
adds (7) Expenditure Projection, (8) Projected Balance Available, and (9)
Projected % Expended.

When this report is run, users can define the parameters to limit the display of
data in the report. Currently, ACCOUNT is not a parameter (Adaptive support
ticket in process to resolve).

Select PARAMETERS and click RUN REPORT.

Users should select the most recent CLOSED period as the TIME parameter to

ensure that the report displays ACTUAL expenditures for closed periods and
PROJECTED expenditures for open periods.

Time( Jul-2017 )"

Level |Tatasl SDSL  w
Org-Activity | Org-activity
Endeavor Endeavar

Fund Furd *

Function Function

c_ Fun Report ’ Cancel
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6.7.5 Monthly Budget Plan — All Funds (incl benefits)

The Monthly Budget Plan- All Funds (incl benefits) report is a summarized funds
available report, similar to the Oracle funds inquiry, and allows drilldown to
transaction detail. This report also includes expenditure projections (previously
managed in “shadow” systems) if the department is inputting projections into the
Expenditure Projection version providing a more complete view of funds
available. This report includes benefits.

This report includes the following columns: (1) Level, (2) Org-Activity, (3)
Accounts, (4) Endeavor, (5) Fund, and (6) Function.

This report provides the (1) Initial Budget, (2) Working Budget, (3) YTD
Encumbrance, (4) YTD Actual/Expense Projection, (5) Balance Available, and (6)
Actual/Expense Projections by month and in total for the fiscal year.

When this report is run, users can define the parameters to limit the display of
data in the report.

When this report is run, users can define the parameters to limit the display of
data in the report. Currently, ACCOUNT is not a parameter (Adaptive support
ticket in process to resolve).

Select PARAMETERS and click RUN REPORT.

Period | Ju-2017 | to Jun-20is ¥

Fund Type (| Fund Type ) g

Level TotalsDsu

Fund Type
Org-Activity  Org-activity ¥ Search P
= Fund Type ]
Endeavor  Endesvor ¥ Operating Fund
Revenue-Based (LOF)
Lottery Fund
Fund Fund CERF Fund
Special Projects Trust Fund
Function  Function ¥ Instructionally Related Activities Fund
== Parking Fund
{_Run Feport ,\_Canc:el Capital Projects
W
mmb Ermimmt et 1 B armed £y 1A A AN

Report will display ACTUAL expenditures for closed periods and PROJECTED
expenditures for open periods.
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6.7.6 Monthly Budget Plan — UOF/RB Only (excl benefits)

The Monthly Budget Plan- UOF/RB Only (excl benefits) report is a summarized
funds available report, similar to the Oracle funds inquiry, and allows drilldown to
transaction detail. This report also includes expenditure projections (previously
managed in “shadow” systems) if the department is inputting projections into the
Expenditure Projection version providing a more complete view of funds
available. This report includes on University Operating and Revenue-Based
funds and excludes benefits.

This report includes the following columns: (1) Level, (2) Org-Activity, (3)
Accounts, (4) Endeavor, (5) Fund, and (6) Function.

This report provides the (1) Initial Budget, (2) Working Budget, (3) YTD Encumb,
(4) YTD Actual/Expense Projection, (5) Balance Available, and (6)
Actual/Expense Projections by month and in total for the fiscal year.

When this report is run, users can define the parameters to limit the display of
data in the report.

When this report is run, users can define the parameters to limit the display of
data in the report. Currently, ACCOUNT is not a parameter (Adaptive support
ticket in process to resolve).

Select PARAMETERS and click RUN REPORT.

Period Ju-2017 ¥ | to Jun-2018 ¥
Level |Total SDSL  w
Org-Activity | Org-activity
Endeavor Endeavor
Fund Furg
Function |Function

( Fun Hean)LCancel

Report will display ACTUAL expenditures for closed periods and PROJECTED
expenditures for open periods.
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6.8 MODEL REPORTS

Row or list-based reports, like personnel. Only displays data from modeled
sheets.

Modeled reports are used during the initial budget development process.
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6.9 TRANSACTION REPORTS

Row or list-based reports. Only display data from the transaction module.

6.9.1 Payroll Transaction Report (Pay20/40 detailed transactions)

This Payroll Transaction Report (Pay20/40 detailed transactions) is a detailed
version of the Pay20/Pay40 reports. It can be run to exclude benefits or include
benefits. It includes Labor Distribution Adjustments.

This report includes the following columns: (1) Transaction Type, (2)
Organization, (3) Org-Activity, (4) Accounts, (5) Endeavor, (6) Fund, (7) Function,
(8) Pool ID, (9) Source/Type/Ledger, (10) Description, (11) Transaction Amount,
(12) Transaction Date, (13) Pay Period, (14) Pay Check #, (15) Name, (16)
REDID, (17) Employee ID, (18) Employee Record No., (19) FTE, (20) Rate, (21)
Position Number, (22) Job Code and (23) Union Code.

This report provides detailed ACTUAL PAYROLL EXPENSE data.

RIGHT-CLICK on the report and select MODIFY from the context menu.
¢ i Pavroll Transaction Report (Pay20:40 detai i

| gug Addto Favorites

&Y Copy to Perzonal Folder
Lﬁ Miove to Personal Folder
=] Email Report

/@_ EMEME
(! MDdifD

Click on the FILTERS icon.

OX:
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Change the TRANSACTION DATES to reflect the month(s) of data you wish to
display in your report filters.

Note: If you would NOT like benefits to display in your report, you may change
the ACCOUNT less than filter from 604 to 603 and the report will exclude
benefits.

Manage Filter

Transaction Type b equal to ¥ | | Actual e' '9

and | Transaction Date b d zreater than or equal to 1512018 :I o0

and | Transaction Date b d less than or equal to 1/31,/2018 :I o0

and | &ccount A greater than el (] ]

and | Account - less than < | |604 ! o0
Clear All

add Grou ju}

Click on APPLY

(m Cancel

Click on the RUN icon.

Page 54 of 71



6.9.2 Transaction Report — Budget/Actual/Encumbrance

This Transaction Report is a detailed transaction report, similar to the Oracle
SDSU Actuals Inquiry report. However, it can be run to include (1) Budget
transactions, (2) Actual transactions, (3) Encumbrance transactions, or (4) all
transactions.

This report includes the following columns: (1) Transaction Type, (2) Transaction
Date, (3) Transaction Amount (4) Organization, (5) Org-Activity, (6) Accounts, (7)
Endeavor, (8) Fund, (9) Function, (10) Description, (11) Reference, (12)
Transaction ID, (13) Source/Type/Ledger, (14) Vendor, (15) Transaction Type,
(16) Name, (17) REDID, (18) Employee ID, (19) Employee Record No., (20) FTE,
(21) Rate, (22) Position Number, (23) Job Code, (24) Union Code, (25) Pool ID,
(26) Pay Period, and (27) Pay Check #.

This report provides detailed transaction data.

RIGHT-CLICK on a report and select MODIFY from the context menu.
¢ i Trangaction Report (BndoetifctualFocnmbranced

dhf Add to Favorites

llﬁ Copy to Perzonal Falder
Lﬁ Meove to Personal Folder
=] Email Report

=h Rename

ity

Click on the FILTERS icon.

H- O i &

Modify the TRANSACTION TYPE filter to either BUDGET, ACTUAL or
ENCUMBRANCE.
Or delete filter for transaction type if you want ALL transaction types.

Manage Filter

Transaction Type b equal to @ 0 @
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Modify the TRANSACTION DATES filter to reflect the month(s) of data you wish
to display in your report.

Click APPLY.
- P
Manage Filter
Transacton Type - equal to ¥ | | Actual 0 9
and | Transaction Date - greater than or equal to AN :I [+ < ]
and | Transaction Date - less than or equal to FE1p2017 :I [+ < ]

Clear All

Add Group

:

Click on RUN REPORT to see changes in report display.

M- ®

Click on SAVE REPORT to save these changes to the report.
Note: You can only save modifications to reports in your Personal Reports folder.

You can select SAVE AS to save the report in your Personal Reports folder.
B O i 8 5 « > 1
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6.10REPORT FILTERS

6.10.1 MATRIX REPORT PARAMETERS

User can define the parameters to limit the display of data in the report.
Parameter options will vary by report and are only available for matrix reports.
Currently, ACCOUNT is not a parameter (Adaptive support ticket in process to
resolve).

Select PARAMETERS and click RUN REPORT.

Year Fvioy ¥ |
Level  TotalSDEL
Org-Activity | Crg-activity =
Endeavor |Endeavor ¥ |
Fund |Funy
Function |Function =

,: | Fun Report ’1 Cancel]

6.10.2 TRANSACTION REPORT FILTERS

RIGHT-CLICK on a report and select MODIFY from the context menu.
¢ i Trangaction Report (BndoetifctualFocnmbranced

| aup Add to Favorites

@ Copy to Perzonal Falder
[ﬁ Meove to Personal Folder
=] Email Report

=h Rename

ity

Click on the FILTERS icon.

H- O i &
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Modify the TRANSACTION TYPE filter to either BUDGET, ACTUAL or
ENCUMBRANCE.
Or delete filter for transaction type if you want ALL transaction types.

Manage Filter

Transaction Type A equal to b IACtUEﬂ ? 0 9 :l

Modify the TRANSACTION DATES filter to reflect the month(s) of data you wish
to display in your report.
Click APPLY.

Manage Filter

Transaction Type b equal to ¥ Actual o 0

and Transaction Date b greater than or equal to |]"f1f201?

=0 © 0

and Transaction Date b less than ar equal to 32017 :I 0 9

Clear All

Add Group

Click on RUN REPORT to see changes in report display.
- O & 3 « > i

Click on SAVE REPORT to save these changes to the report.
Note: You can only save modifications to reports in your Personal Reports folder.

You can select SAVE AS to save the report in your Personal Reports folder.
B O & 5 « > i@
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6.11REPORT DESIGN ELEMENTS

6.11.1 MATRIX REPORT

Users can modify the design elements for reports in their Personal Reports
folder. RIGHT-CLICK on a report and select MODIFY from the context menu.

¢ii Funds Available (with drilldnwng
dhf Addto Favorites

¢l Funds Available w
@ Initial Budget Repd &l Addto Reusable Reports
ci Monthly Budget Plz [} Copy ta Persanal Falder
i Monthly Budget Plz Lﬁ Maove to Persanal Falder

gl Transaction Repord [=] Email Repart

=) Rename

flodify

Click on the DIMENSION ATTRIBUTES element.

Elements Search
Accounts ¥
Time b
Levels 3
wWersions 3
Display As 3
Account Attributes 3
Level &ttributes 3
@_nsiun Attributes } 3
Dimensions b
Calculations 3
Reusable Reports 3
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Click on the ORG-ACTIVITY DESCRIPTION element (or select another attribute
value) and drag and drop into your report.

Attribute Yalues

#  Account Description
»  Ency Description

[ Function ription
s oty DT
Fund Cescription

Fund Period

Fund Type

Bud Cat Description
Empl Group

Union Code

lob Code Title
ErnplMNarme

¥ ¥ ¥y ¥y ¥ vy vy wr

RIGHT-CLICK on Org-Activity Description (or attribute value) and click on
MANAGE HIERARCHY.

Total SDSU B €
Org-Activity "B &
Org-Lctvity Descript‘iDO
Revenue "B
Expense B
Endeavor "B &
Fund "B &

Function "B %

Select EXPAND ALL and click on APPLY.

Manage Hierarchy

( (e Expand all ,

(" Collapse all
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Click on RUN REPORT to see changes in report display.

Click on SAVE REPORT to save these changes to the report.
Note: You can only save modifications to reports in your Personal Reports folder.
You can select SAVE AS to save the report in your Personal Reports folder.
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6.11.2 TRANSACTION REPORT

Transaction Reports are Row or list-based reports so design options are limited.
RIGHT-CLICK on a report and select MODIFY from the context menu.

¢ i Trangaction Report (BndoetifctualFocnmbranced
| aup Add to Favorites ]
@ Copy to Personal Folder
@ Mowve to Perzonal Faolder
=] Email Report

=h Rename

Moty

RIGHT-CLICK on a column and select an OPTION from the menu.
RENAME - modify the column label

FORMAT — modify the display (i.e. font size and style)

DATE DISPLAY FORMAT — modify the date display

MOVE LEFT — move the column to the left

MOVE RIGHT — move the column to the right

DELETE - delete the column from the report displa
- O & 5 «+>m

Report Title
Sheet Columns: [27]
Transaction i Transaction Type i Transactiz T
e e o " Rename ;
Total !

___________________________________________________________________ | Format
Date Display Format
Move |eft
Move right

elete

Click on RUN REPORT to see changes in report display.
B- O & 5 « » i

Click on SAVE REPORT to save these changes to the report.
Note: You can only save modifications to reports in your Personal Reports folder.
You can select SAVE AS to save the report in your Personal Reports folder.

W- ®- i @
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6.12MODIFY REPORT PROPERTIES

Users can modify the report properties for reports in their Personal Reports
folder. RIGHT-CLICK on a report and select MODIFY from the context menu.

E San Diego State University | Reports

Search: 2

Folders 4| Reports in Folder “Personal Reports™

&=l | [ Mame

[ Favorites ¢ii Monthhy ng.
[ Perzonal Reports ghi Addto Favorites
=3 Shared Reports £l Addto Reusable Reports
[~ Announcemerts
= [T B&F Only = Rename

[C ] Currert Yesr Reports d -r-,qudif-:,e
[ Paryroll Reports
5 ach Template
[ Reuszable Reports :

[ Search Results |:ﬂ Fun as HTWL

*L% Run asz Excel
FOF Runas PDF
e=| Run as Template

8 Create Snapshot
il Delete

L4 Properties

Or if you are viewing a report you can click on the MODIFY REPORT icon.

You are now in report design mode. Click on REPORT PROPERTIES icon.

E San Diego State University  Reports » Monthly Payroll - Actual {Pay20/40) Adaerglgﬁ

Elements Search Filters:
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Update report properties as desired and click on APPLY.

Default display settings for a MATRIX report are provided below:

Report Properties

Diizplay Style Conditional Formatting MNumbers Print Parameters
Title MHotes
Showe in column -
Default output [ show cell notes

HTML report ™
Data visibility

Total: d head
otals and headers [ suppress rows it all zeros or klank

[+ suppress rollups

[ showr dirmension colurmn headers

. HTHML report usage
[ Repeat row labels in Excel

E Freeze headers

Fo i
rmatting [+ Allowr drill doneen

[[] Show report information
[ show account codes
[ show wertical lines

[ show logo

m Gancel

Default display settings for a MODULED or TRANSACTION report are provided
below:

X
Report Properties

Display Print Parameters

Title

Payroll Detail Report

Default output

HTML Report =

[+ show vertical lines [ suppress empty columns
[ show report information [ Freere row and colurmn headers [HTWVIL only)
[+ show tatal nurmbers of rows [ show row numbers

|
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Click on RUN REPORT to see changes in report display.

Click on SAVE REPORT to save these changes to the report.
Note: You can only save modifications to reports in your Personal Reports folder.
You can select SAVE AS to save the report in your Personal Reports folder.
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7 SUPPORT (HELP)

Click SUPPORT from the navigation menu and then click on HELP.

Support
HOME

Help
SHEETS
Adaptive News

ASSUMPTIONS Welcome

Adaptive Insights Home Page
REPORTS
Froduct Feedhack

DIS COVERY Froduct Training

ANNOUNCEMENTS Submit a Reguest

PROCESSES

Support

Or click on the QUESTIONMARK icon from the top right navigation.
y - :’.,)

7.1 SEARCH OPTIONS

Users can type in a QUESTION or KEYWORD in the search box and hit ENTER.

How can we help you?

How can we help you?

Q how do i add split rows‘

Click on a LINK in the search results for FAQ or HOW-TO documentation.

Add Splits and Rows
Hitps Ak nowiedge. adapivepianning. comy PlanningdUising . Excel_Inferface_for_Planning/@002_Find_ and Enter_Data_in_ Sheets/Add Spiis_and Rows

Explains how to add, edit and delete cell splits to standard sheets and rows to modeled sheets in Excel Interface for Planning.
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7.2 PRODUCT DOCUMENTATION

Users can select PLANNING or REPORTING from the product menu to view
FAQ and HOW-TO documentation for these modules.

Getting Started | Product Downloads | Glossary

[ & &

WHAT'S NEW CUSTOMER JOURNEY ( PLANNING D CONSOLIDATION
LIBRARY

il % =

 REPORTING DISCOVERY MODEL INTEGRATION

& Using Sheets
FProduct documentation for Planning sheets.

Sheets Overview

Add or Edit Cell Notes
Cell Explorer Overview
Edit Data in Cells

Sheets Reference Articles

iiv Web Reporting

Self-service reporting where you can create reports using report builders and
wiew reports using the report viswer

N Reporting FAQs and How-to's

N Wiewing and Building Reports
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8 APPENDIX

8.1 BASIC TERMINOLOGY

The following terms relate to the structural elements in Adaptive Planning
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8.2 KEYBOARD SHORTCUTS

Users can access a list of shortcuts by clicking the keyboard icon at the lower
right of the page.

Selections are grouped into the following options:

¢ Working with data
e Sheet navigation
¢ Extending selections in sheets

8.2.1 WORKING WITH DATA

Keyboard Shortcuts
wiorking with Data | Sheet Mavigation | Extending Selections in Sheets

WORKING WWITH DATA

Ctrl + &It + F Search
Ctrl + Alt + 5 Save Sheet Changes
Ctrl + Alt + Z  Clear All Edits
Ctrl + At + B Refresh Sheet
Ctrl + At + P Printable Wiew
Ctrl+ Alt + E  Cell Explorer
Ctrl + At + D Display Options
Ctrl + Alt + = Formula Assistant
Alt + FL After selecting a range, opens charts panel
Ctrl+ Alt+ M Togzle Copy Maode
Ctrl+ alt +1  Change Dimensions
Cirl + Alt + W Swap Axes
ESC  Cancels current input and selectaon
Backspace,/DEL  Clears selected cell walues
Enter/Return  Apply edit and/or move doven one cell
Ctrl+ ¥ Cut selection
Ctrl+ C  Copy selection
Ctrl+ ¥  Paste into selection
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8.2.2 SHEET NAVIGATION

Keyboard Shortcuts
Workingwith Data | Sheet Mavigation | Extending Selectons in Sheets

SHEET HAVIGATION

4 Move one cell up
Jo Move one cell down
& Move one cell |eft
= Maove one cell right
Ctrl+ «  Move one page left
Ctrl+ &+ Move one page right
Tab  Enter and rove right
Shift + Tab  Enter and rnove left
Home  Move to first cell in row
End Moveto last cell in row
Page Up Up one page
Page Down  Downh ohe page
Ctrl + Home  Move fo first cell in sheet
Ctrl + BEnd  Move to last cell in sheet

Ctrl + Alt + Home

Mlove to first rowe in column

Cirl + Alt + Bnd  Move to last row in calumn
Ctrl+] Gotothe nect sheet
Ctrl+[ Gotothe previous sheet
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8.2.3 EXTENDING SELECTIONS IN SHEETS

Keyboard Shortcuts

Workingwith Data | Sheet Mavigation | Extending Selectons in Sheets

EXTEMDIMG SELECTIONS IN SHEETS

Shift + *  Extend selection up one cell
shift+ J. Extend selecton down one cell
Shift+ «  Extend selection left one cell
Shift+ »  Extend selection right ane cell
Shift+ Ctrl + »  Extend selection one page to the right
Shift+ Ctrl + &  Extend selection one page fo the |eft
Shift + Home  Extend selection to first colurmn of current row
Shift+ Bnd  Extend selection to last column of current row
Shift + Page Up  Extend selection up one page
Shift + Page Down  Extend selection down one page
Shift + Ctrl + Home  Extend selection to first cell in sheet
Shift + Ctrl + Alt + Home  Extend selection to first row and colurmn
Shift+ Ctrl+ Bnd  Extend selection to last cell in sheet
shift + Ctrl + Alt + End  Extend selection to last row and column
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