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Hyperion Planning Training

How to log into COOGPLAN : https://hyperion.es.uh.edu/workspace/index.jsp

UNIVERSITYof HOUSTON

&b vou logged off at 03/30/17 01.27-26 PM
CougariNet Login myUH {People Soft) Login
(!\\
e Cougariet ID: Don't know your Cougartet ID?
B “ Cougarilet Password Change/Reset your Cougariiet Password.
/4 )

Login to AccessUH

Access through UH portal (www.access.uh.edu) authenticated by CougarNet ID.

Administrative Services

Campus Solutions Concur Self Service

= m o

HR Retirementu@VWork Taleo Recruiting

Select COOGPLAN icon

COIRACCIL ="

ENTERFPRISE PERFORMARNCE
MAMNAGEMENT SYSTEM

Log in once more

* Logging into CoogPlan - (How to log into COOGPLAN video link) — To open the link press Ctrl and click
on the blue font


http://www.uh.edu/administration-finance/budget-office/training/logging-into-coogplan.mp4
http://www.access.uh.edu/
http://www.uh.edu/finance/Departments/Budget/Logging%20into%20CoogPlan.mp4

CoogPlan Homepage

Mavigate File View Favorites Tools Help
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Recen Opened | Quick Links
thy Ope )L A o
:if| Expense Detail Favorites
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D fund_type_description, txt Planning.

] Budget Summary Report by Fund and Cost Center (Pivot Friend|
- i & 4 £ 4 COOGPLAM
evenue Summary

evenue Detail CC

evenue Detail
wpense Detail CC

udget Summary Report by Fund Group
| Budget Summary Rpt by Budget Mode
;f}' Open...

e CoogPlan takes you to Task list (data entry forms)
e Explore takes you to reports

My Task List: You will see 5 Folders:
Budget Cycle Activities

Budget Cycle Inquiries

View Historical Data

UH Budget Reference Materials
COOGPLAN Tableau Reports

abRhwN =

1 Forms
My Task List

b F Budget Cycle Inquiries

P ¥ view Historical Data

P ¥ UH Budget Reference Materials
> ¥ COOGPLAN Tableau Reports




Budget Cycle Activities

http://www.uh.edu/administration-finance/budget-office/training/how-to-navigate-the-search-and-enter-
budgets-form.mp4

1. Budget Cycle Activities: A task list where you will find your assignments. On this page you willalso
have the option to navigate to your entry forms.

Under Budget Cycle Activities you will see three search and entry forms:
A. Search and Enter Budgets
B. Search for Positions or Employees

C. Position Maintenance
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Task List Tasks - All
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A. Search and Enter Budgets: On this page you will see all current cost centers that you have
access to. You can also choose to view one cost center at a time using a member selection
(Chartfield) such as by DEPARTMENT, by FUND or by PROGRAM. Budget can also be updated
from white cell column on PROPOSED fiscal year.

(NOTE: Report available to view cost center with the Modified date 09/01/YY (Current FY). Report

displays all the cost centers that are active and have no dollar amount. Further discussed in Budget
Reference Material.

| e TR ees-—. |

# Forms Task List Status
My Task List
v B Budget Cycle Activities
[» © Search and Enter Budgets
[» ™ search for Positions or Employeeq

| Task - Search and Enter Budgets Task Instructions

Search by Department Search by Fund Search by Program

[» ® Position Maintenance BiScenaroBldget
P ] Budget Cycle Inquiries | l:ﬂv = = .
b Buaget Reference Materials [ P I I et
B e View Historical Data ! tase T PW'POSEd N Chan_g_e i
b B Buaiget Ocer Repors 1054 - E & G State Support-Fd 2-UH | ] B5038i - L3-58W. EXEMPT STAFF 894,861 704950 (183.9)
B B5039i - L3-S&W, NON EXEMPT STAFF | 91,550 91,590 | 0
Expenditures 986,451 | 796,540 | (189,911)
Balance
l B5038i - L3-S&W, EXEMPT STAFF 623,100 523100 ' 0
B5039i - L3-S&W, NON EXEMPT STAFF | 131,304 131,304 | 0
Expenditures | 654,404 | 654,404 | 0
Balance

e Add a Cost Center: By placing your cursor on a white cell and right clicking, you will be given
the option to ADD COSTCENTER.

http://www.uh.edu/administration-finance/budget-office/training/how-to-add-a-new-cost-center.mp4
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http://www.uh.edu/administration-finance/budget-office/training/how-to-navigate-the-search-and-enter-budgets-form.mp4
http://www.uh.edu/administration-finance/budget-office/training/how-to-navigate-the-search-and-enter-budgets-form.mp4
http://www.uh.edu/administration-finance/budget-office/training/how-to-add-a-new-cost-center.mp4

= Forms

My Task List

v B Budgel Cycle Aclivitics
b ™ Saarehand ERSESUGes
I B search for Pasitions or Empityeed
I+ ™ pasmion Maintenance

b B Hudger Cycle Inquines

I+ ¥ Budget Reference Materiais

I ¥ view Historical Data

I» # Budgel Officer Reports

Frompt Text

Wt ¢ Entty Department

Wt - Program code

Steps:

1, Scenario Budgel

[E) Aad CostCenter
[F1 Aca GroupCe CostCenter

[ Video Tralning for Search and Enter Budgets Form

@ Video Tralning for Adding a New CostCenter

TR e -

value

TEE_HOOGE"

HANEE - L3-SEW, EXEMFT STAFF
B5039i - L3-S8W, NON EXEMPT STAFF
Exponddurss ) '
Balance

B5038i - L3-S8W. EXEMPT STAFF
B503% - LS8, NON EXEMPT STARE
Expenditures

Halance

B4004i - OTHER FEES

Revenue

B5009i - L3-MAINTENANCE AND OPERATIONS
Expenditures

a3 o

1. Fillin Entity Department, Fund, Program and Budget Account. (You can do so by keeping the same
formati.e. “FE_HXXXX”, “FC_XXXX", “PR_BXXXX_730” and just change areas that have X’s).

2. Tofillin the Program Code click the search drop down menu to the right.

Runtime Prompts - U

niter

Member Selection

Dimensions [Fragram] ]

Wariakb

0474

Member Name

o B T =R o &

[y i

P

Member Name

> Program

~ Program

P PR_EO474_730

PR_DO0OA474_ 730

P PR_HO474_730

P PR_GO474_730

Remove

> PR_DO474_730

3L
Remowve All

P PR_B0O474_730

Highlight the program
Click Add
Scroll Down, Click OK

o g~ v

Use the smart search tool to search for program
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7. Once Department, Fund, Program and Budget Account are entered press LAUNCH.
8. At this point you have added a cost center, remember to SAVE.

e Add a Budget Node: Go to the account code chartfield/member (budget node) and right click, you
will see ADD BUDGET NODE option. You will also be able to add budget node from Cost Center
Summary page.

# Forms Task List Status
My Task List Task - Search and Enter Budgets Task Instructions
w F Budget Cycle Activities =
> @ search and Enter Budgets =
b y g Search by Department Search by Fund Search by Program
> @ Search for Positions or Employees £ 1 -
. Scenario:Budget
[ ® Position Maintenance — 4 9
b ¥ Budget Cycle Inguiries Y | EdE e
P ¥ Budget Reference Materials ¢ AccountChartfield ';"18 b i) ' C:Ym
B B view Historical Data e == == a5 ! S e
= 1054 - F & G State Support-Fc 2-UH| ] i f04 861 704 as (189,911)
[» ¥ Budget Officer Reporis & o &
Expenditures | (24 Add Budget Node 0 (189.911)
Balance
) B5038i - L3.saw| [ Add CosiCenter 5 B
B5039i - L3-S&W 2 add GroupCC CostCenter p4 a
Expenditures 0
Balance [@ Video Training for Search and Enter Budgets Form
) B4004i - OTHER ; ) ; )| 0|
= [& Video Training for Adding a New CostCenter 24 [ — |

¢ View Cost Center Summary: To view individual cost center information, place your cursoron
Program member and right click you will see an option to VIEW COST CENTER SUMMARY.

= Forms Task List Status
My Task List Task - Search and Enter Budgets Task Instructions
w P Buaget Cycle Activities =
¥ gearch and Enter Budgets =
P - g Search by Department Search by Fund Search by Program
[ ® sSearch for Positions or Employee: LS 2 - == s TR
P> ¥ position Maintenance L I."" = —— "“-‘\ s, cenario-Budge’
- - rt-fi
> B Budget Cycle Inquiries s A - P ‘
P P Budget Reference Materials (| | e g r;ws = 419 T C:Yﬂ
e 22 ase ropose: ange
= view Hist | Dat: S e
E £ bt ol s 1054 - E & G State Support-Fd 2.UH | i ‘ B5038i - L3-S&W, EXEMPT STAFF 894,861 704,950 (189,911)
¥ Budget Officer Reports — o1.500 o1 500 ol
: 986 451 796 540 (189.911)
View Cost Center Summary
34 Add CosiCenter 523,100 523,100 0|
131,304 131,304 o
4 Add GroupCC CostCenter 654,404 654 404 0|
[ [@& Video Training for Search and Enter Budgets Form | (dnn)i (AUU]‘ 0
[@& Video Training for Adding a New CosiCenter ! (40?}} (4_0111 ? !

Things you can do in View Cost Center Summary:

o Edit/Adjust Budget on Proposed Fiscal Year
o EditFTE

o Double check that your cost center has enough Budget & FTE to cover allocated salaries.



| Farms. Task List Status

My Task List Task - Search a Budgets Task instructions
¥ Budget Cycle Activilies Seareh and En orm = Cost CEnter Summary Fom
= —
Ssarh snd Entar ot | 1 FUNG 1054 - E & G State Support-Fa 2-UH ¢ Program| [0 - ENGINEERING S1
¢ EMPIOYEES || | v Busget oo Enry . ¥ ‘Salary Expenses by Budges Hose
Actusl | Budgetl ] Budget T Budgetl ZScenario Budgel
FY18 FY18 FY19 FY13 T Fris [
Final Base Fropoged, Change Proposed
Budget Pool 1 Butget Pool Bsdget Mliccated | ASiocated
Amounts Amounts s T ) Amues Tie| soocated | Aaocated | poot s dob
i | | | | msozs 48327912 750 3saz0sa
ALARY AND WAGES 4 131,303 20 00 060
ISRV, EXEMPT STAFE 209,135 523,100 2478 523,100 2478 0 B4 582 32 1050 3982168
22,339 131.304 650 131,304 650 ]
232,079 654,404 30.78 £54 404 30.78 ]
232,079 54,404 .78 54,404 .78 [
o o8 Bumra
\ Scenario Budget
------ FY18 FY18
Position 1D [ Base Proposed
_____ Parcamiage | ABocates Job | Aocated lob Homs Parcamiage | ABocates Job | Aocated lob Homs
— Allocation Amount FTE Depariment Allocation Amount FTE Department
| | msosm 100,000 #3784 00 100 100,000 #3784 00 1,00 | HOOTS — ENGE L
| ) | Bsozsi 100,000 1,200 00 1.00 | 100,000 1,200 00 1,00 HOOTE - ENGr L
| | TR 100000 65 565 04 1.00 | 100000 65 565 04 1.00 HOOBS — DEAN.
I ¥ Bsoas 100.000 50.15235 100l 100.000 50.15235 100 HOOTE — ENGr L

*** HOME DEPARTMENT section allows user to see where position is housed (also helpful for split
funded positions).

NOTE: If this is a salary cost center that is currently active and contains employees you will have the option
to edit positions or employee information from the Cost Center Summary Form.

e To Edit Employee Information right click on the employee you wish to edit. Once again you will get
a drop down menu where you will see EDIT EMPLOYEE JOB INFORMATION. This will be further
discussed in Search for Position or Employees section (B).

e To Edit Position Information right click on POSITION member you wish to make changes to. You
will get a drop down menu where you will see EDIT POSITION INFORMATION. This will be further
discussed in Position and Maintenance section (C).

e How to navigate the Search and Enter Budgets Form - (How to Navigate search and enter Budget
video link)

B. Search for Position or Employees: On this page you will see all employees under a particular
area (college/division) with their present-day position. Using quick search you have the following
options: Search by Department, Search by Employee and Search by Position Number.

I onepase. | coospuan sk ist stat - |

H Forms Task List Status
My 1?5k List Task - Search for Positions or Employees Task Instructions
w F Budget Cycle Activities | -
‘:‘v 2ealilang Ean{r-Eudgets Search by Department Search by Employee Search by Position Number
¥ gearch for Positions or Employ| 1 B N y i
b & Position Maintenance : & Scenario:Budget . Program:Unspecified Program
|2 'ﬂ"Budget Cycle Inquiries [— I
I B Budget Reference Materials ‘ FY13
b I AR UL AT [ Default Weepkr\:rp:ps,::nual Salary | Annualized
| ¥ Budget Officer Reports Position Type | Salary Basis Hatrs Spread Comp Rate Rate
' 1 | Single Incumben Morthly 4000[12Months | 633334| 7600008
Single Incumben Monthly 40.00| 9Pays 558144 5023296
Single Incumben Monthly 40.00] 12Months 833334 100,000.08
Single Incumber| Manthly 40.00] 12Months 10475.00]  125.700.00
o vty wwwe  oamw s

e Edit Employee Job Information: To edit employee job information from the main page
(Search for Positions or Employees) right click on Employee’s Name. Here you will see an
option titled Edit Employee job information


https://www.uh.edu/finance/Departments/Budget/How%20to%20navigate%20the%20Search%20and%20Enter%20Budgets%20Form.mp4

I Fenctaoe | coocpuan - Task it statos |

|+ Forms Task List Status
My Task List
v P Budget Cycle Activities

Task - Search for Positions or Employees Task Instructions

& Search and Enter Budgets
¥ Search for Positions or Employ|
|» ® Position Maintenance

b & Budget Cycle Inquiries | MIEY

Search by Department Search by Employee Search by Position Number

= Scenéno:Budget

1) Program:Unspecified Program

b P Budget Reference Materials FY13
b lf et Default We:‘krl:},'pos::nual Salary Annualized
> ¥ Budget Officer Reports Position Type | Salary Basis B Spread Comp Rate Rate
| J Single Incumbe Monthly 40.00 12Months 633334 7600008
- Single Incumben Monthly 40.00 | 9Pay9 5,581 44 50,232.96
[% Edit Employee Job Information Single Incumben Monthly 40.00 | 12Months 833334  100.000.08
| Single Incumben Monthly 40.00 | 12Months 10.475.00 125,700.00
‘ l Single Incumben Monthly 40.00 | 9Pay12 6,375.00 76.500.00

Steps:

1. Right click on Employee Name, then click Edit Job Information (Hours, Salary Basis and Annual Salary
Spread).

I e | coosrum. Toskusstatus %

* Forms Task List Status
My Task List
v P Budget Cycle Activities
® Search and Enter Budgets
¥ Search for Positions or Employ,
> ® Position Maintenance

Task - Search for iti or Ei Task

Position Search Form > Edit Job Information

[, scenarioBuaget 4 Position [

. Employee-Akay. Yasemin - 0986677_ID
¥ Job information

b ¥ Budget cycle Inquiries Vi R s Prior to Changes R gt A(:”hpmmy e
g {  Department Chartfield ) anges

P> ¥ Budget Reference Materials Lo .-~ | Default Weekly [ o Annual Salay | [ L e — Annualized | Comp | Annualized| Annualized

» PviewHistoricalpata ||| Tmmeseeeen Y il Hours el Spread cabenves e o Rate Rate | Rate amp e Rate

» B2 Budget Officer Reporis FY18 Current 40.00 | Monthly 9Payd Single Incumben 1.00 5.681.44 51,132.96 5,681.44 51,132.96
FY18 Base 40.00 | Monthly 9Payd Single Incumben 1.00 5.581.44 50,232.96 5.561.44 50.232.96
FY13 Proposed 40.00 | Monthly 9Pay9 Single Incumben 1.00 5,681.44 50,232.96 5,681.44 50.232.96
FY19 Change 0.00 0.00 0.00 0.00 0.00 0.00

e Add/Remove Priority: You can add a priority by right clicking on department chartfield/memberand
selecting ADD PRIORITY from drop down menu.

Steps:
1. Right click on Department member and select ADD PRIORITY from drop down list.

& Forms Task List Status
My Task List
v B Budget Cycle Activities
® gearch and Enter Budgets
*' Search for Positions or Employ|
[» ® position Maintenance:

Task - Search for Positions or Employees Task Instructions

Position Search Form > Edit Job Information

[ Scenario:Budget 14 Position l

) Employee-Akay, Yasemin - 0986677 _ID
¥ _Job Information

b P Budgetcycle Inquiies ||| || 0000 eeemmmmmmmmeeen = Prior to Changes Prior to Changes Aé‘h:;';‘? Al Priorities
I3 'L"'Euuget Reference Materials ff- Department Chartfield ). Default Week Al | Sal Annualized | C Al lized Al lized
- & P Iy nnual Salary nualize omp | Annualize nnualize

9 e dorkeai Dol "SI ” e Salary Basis s Position Type Job FTE Comp Rate e S e Comp Rate i

I =] Budget Officer Reporis FY18 Current 40.00 Monthly 9Pay9 Single Incumben 1.00 5.681.44 51.132.96 5.681.44 51.132.96
FY18 Base 40.00  Manthly 9Pay9 Single Incumben 1.00 558144 50,232.96 558144 50,232.96
FY18 | Proposed 40.00 | Manthly 9Pays Single Incumben 1.00 558144 50,232 96 5.58144 50.232 96
FY19 Change HO 0.00 0.00 0.00 000 0.00 000

(24 Add Priority |

2. Left click on Member Selector Icon to search for list of priorities



Runtime Prompts - Add a Priorty 1o Employea

Frompt Text value

3. Click on search drop down menu

|
%
§
|
%
v [

Members Variables
|- @ % 3 G 7 & o @) I

Member Name Member Name

7 Priorities ~ Prorities
P P_FCO P_FME
>

P P_FEQ Add

B P_FME Remowve

38
P P_FPR Remove All

"

P P_SME

Help or " cancei |

« [ o »

. Highlight priority type
. Press Add

o o s

. Press Okay
. Then LAUNCH

Navigate  File  Edit Favogtes  Tools

\'

A & TEpc|B @ £ |/

HomePzgs | COOGPLAN - Task List Status ¥

Forms Task List Status
My Task List Task - Search for Positi Employ Task
] 2 1
hid l;unge{ Gycleseihiies Position Search Form > Edit Job Information
Seaiceand Enler_E!ungels ) enario:Budget 4., Position] ) . Employee:Akay. Yasem
¥ gearch for Positions or Employ ¥ Job nformation
[» ® Position Maintenance
Budget Cycle Inquiries rior to Changes rior to Changes riorities
P Budget Cycle Ing Prior to Ch Prior to Ch Ac"h::;::’ AllP
P ¥ Bugget Reference Materials Default Weekl Annual Sal Annualized | Comp| Annualized Annualized
ly \nnual Salary nualiz omp | Annualiz nnualiz:
> P view Historical Data ot Salary Basis Spread Position Type Job FTE Comp Rate Hte Hite Rate Comp Rate Rate.
B l'jaurjge: Officer Reports FY18 Current 140.00 Monthly 9Pay9 Single 1.00 5,681.44 51,132.96 5,681.44 51,132.96
FY18 Base 40.00 | Monthly 9Pay8 Single 100 558144 50,232 96 5.581.44 50.232 96
FY13 Proposed 40.00 | Manthly 9Pay9 Single Incumben 1.00 558144 50,232 96 558144 50,232 96
FY19 Change 0.00 0.00 0.00 0.00 0.00 0.00
| =\
v Edit Priorties
8 Years:FY19 ) [ Version:Proposed
Annual Priority
Comp Rate e
|P_SME - Staff Meiit 1.000 4

8. Add a dollar amount to the priority
9. SAVE



e You can also REMOVE a priority

¥ Edit Priorities.

‘‘‘‘‘

il '%,Years:F‘ﬁg
‘ Priority Chartfield ) e
‘-.__q_“ ——'_/ Comp Rate Annual Priority |
--------- i Amaount
HO066 — DEAN, ENGINEERING P_SME - Staff 444 44 1,000.00
&y Remove Priority
Edit 4
Adjust 3
[ comments
£ Supporting Detail

&l Change History

& Aftachments

Steps:
1. Right click on Priority

2. Click on Remove Priority
3. Remember to SAVE

NOTE:

Edit Position Information: You can also edit Position Information from main page (Search for
Positions or Employees) by right clicking on the desired position where you will see an option titled
Edit Position Information. This is further discussed in Position Maintenance section(C).

C. Position Maintenance: On this page you will see all active positions with current employees. You
have the option to do a Smart Search by Department ID, Employee or Position Number.

L Py =cl

# Forms Task List Status
| Nty Task List Task - Position Maintenance  Task bstruclbons
| 1w B Buaget cycie Actvities
Search and Cnler Dudgets o
iant iy i '."LI:I'IpiL"-'L'L" Search by Department  Soawch by Employes  Search by Postion Numbe - -
|+ ¥ Pogition Maintarance 1, 3cenana Budget
* IL =
FY18 I FY 18 ] FY1
Curn_nt | Bas(_! | I"mp_q_sed |
Default Weelkdy | Annual Sala Default Weekly = Annual Sala Default Weekly | Annusl Salary
- Hows | Spesd * | ComeRme | upys™ g™ | Comprime | T M| Mgy | CameRae
01033 POS 40 (lD_I?MunIIu'. 1 28,227 )‘3 J!EI an I?Mun‘h;; ! Z‘B__Ehd_h’_ 40 00 |:JMuril'_|:: | 28,654 |_T
(0010734 POS < 0.00 12Months. 0.00 0.00 t2Months. 0.0 Q.00 120anths oo
10010735_POS 4 0.00 12Months 0.00 000 12Months | 000, 000 12Manths | 0.00
0O010736_POS { q.ﬂU_I_ZMMr!Ihu U.QU_ _U.qD 13 onths 0.00 _l_lUD_ |Mﬂ|h: | 0.00
0010737 POS L P 40 00 12Manths 10,854 00 4000 12Momhs 10,475.00 4000 12Manths 10,475 00
Edit Position Information: To edit position information from the main page (Search for Positions or
Employees) right click on position where you will see an option titled Edit Position Information.
I Vionesge | COOGPLAN - Task List Status * Search
' Forms Task List Status
My Task List Task . Position Malntenance Task Instructions
Search by Department Search by Employes  Search by Pasition Number
) - i, Scenario Budget
o=
FY18 FY1g FY19
Curent Base Eriposed
O SRS oot S | vy ot | DO YO | Mot IA0Y, | R | P 00| A8 ) | o |
0010733 POS .| —l 40 00 12Months 2977 25 4000 17Months 78 654 17 40.00 | 12Months 2865417
T I e | osoiumewns | 000 coolimons | 00l 000 iments | 000
onoror:s_r’os-i 3 Ean Postion Intormation l 0.00 | 12Menths 0.00| .00 12Months | 0.00 0.00| 12Manths 000
MARIATIA PO . LR TERT Y nsn LR E TRV LT 00 A mnthe noan




Steps:
1.

2. Click Edit Position Information

Right click on position number

This will take you to a form where you can see the funding source of a position along with the percentage

allocation and FTE information.
[ ]

Here you can edit, add or remove a Funding Source

Change Percentage Allocation

[ peeopmeenenly ——

Task List Status
Task - Position Maintenance Task Instructions
Edit Position Information

|| Ferms

e Postion Mantenance Forms

¥ W Jom nfarmaton for Passon

‘ Prior 1o Changes

Dafault Waakly =
Wours | PotknType | JBFTE | Gomp Rate

3. Right click on Percentage Allocation

Tatal Propesed Fundsg

4. Click on Add Funding Source from Percentage Allocation cell (base/proposed)

Oy Change Funding Source
G Remove Funding Source

[} Add Group CC Funding Source

G View Cost Center Surmmary

» th and Enter Budgets 5 Ecananc Budget , Posion [ §
¥ Search for Positions or Employeed v T PonBn Fumding
b P -
E siton Maintenance " — -
r Py Percentage | Allocated Job | Allocated Job
B = Buaget Cycie Ingu Allocation Amount FTE
b B sudget Reterence Current | 2064 - Dasig-Tustion [ | I J 5034 - LI-S8W, EXEMPT STAFF | 100,000 | 5304012 | 1.00
b P view rstoncal Data e g Total Current HR Funding 100000 £3.040 12 1040
b ¥ pBuaget OmMcer Repors | Base 2064 - Dusnig-Tuitian [ B 1 W § B50348i - LI-S&W, EXEMPT STAFF 100.000 §2.000 08 100
Total Base Funding 100 000 §2.000.08 100
Proponad | 2064 - Daewg-Tushon BE03: - LI-S8W, EXEMPT STAFF | 5 0
2091 - Desig-indsect Cost BS03i - L3-S&W, EXEMPT STAFF
Group GC Fund Group & | D030 - LI-SAW, EXEMET STAFF | [ Add Funding Source

[ Change Funding Source to Group CC

stz ed
Rate

Runtime P - Add Source
Prompt Text value
Y = ~ Entity Department ["BPFE] J

~* =~ Funa |"FC_2064"

{

|oma

&+ ~ Program Code ["PprLC 730"

[

 EERan

5. Add or Edit funding source
6. Click LAUNCH

(e peveeee—s |

Forms Task List Status

My Task List

Task - Position Maintenance Task Instructions

¥ Buatct Cyeiattes Position Maintenance Forms > Edit Position Information

10

¥ search and Enter Budgets %, Scenario:Budget 2 Position | |
¥ Search for Positions or Employees || " it postion Funding
[» ™ Position M
P P Budget Cycle Inquiries ij{;::ﬁ‘:e N‘;c;?u‘f‘:w NIM;.?Ed ol
b B Budget Reference Niaterials Current 2064 B5038i - L3-S&W, EXEMPT STAFF 100.000 53,040.12 1.00
P ¥ View Historical Data ey rees Total Current HR Funding 100.000 53,040 12 1.00
P B Budget Officer Reports Base 2064 - B5038i - L3-S8W, EXEMPT STAFF 100.000 52.000.08 1.00
T =i Total Base Funding 100.000 52,000.08 1.00
Proposed 2064 - B5038i - L3-S&W, EXEMPT STAFF | | 40,000 20,800.03 040
2091 B5038i - L3-S&W, EXEMPT STAFF 20,000 10,400 02 0.20
Group CC Fund Group 5 Input H0406_L3 ENGINEERING PH GRPCC_ENGR - Engineering - Fund 5 B5036i - L3-S&W, EXEMPT STAFF 40.000 20,800.03 0.40
— — — — Total Proposed Funding 100.000 52,000.08 1.00




7. Change the Percentage Allocation (remember overall percent allocation must equal 100%).
8. Press SAVE

B e T cooapuan - Task st star- < T ——

‘' Farms Task List Status
My Task List Task - Position Malntenance Task instructions
i Lo Posdion Maintenanse =

s = Edit Position Infermation
i, Scenanio. Budget

¢ Postion{ |

rrrrrrrrrrrrr

[ Farcentage | Allocated Job | Aliocated Job |
Adlpcation Ampunt FTE

| Curran t 2064 - Desig-Tustion [ i [ J BE03E: - LI-S&W, EXEMPT STAFF | 100.000 | 53.040 12 | 1.00|
i et Tot it HR Furding 100 000 53,0402 100/
Base 2064 - Desig-Tulian LC § o5 SEW, EXEMET STAFF 100004 5£2,000.08 | 1.00

Total Base Fuding 100.000 52.000.08 1.00
| Proposed 2064 - Desig-Tution I S0 - LI-SAW, EXEMPT STAFF | : | 20 800.03 — 040/
| 2051 - Desig-Indwect Cost ” lD’JD:Iﬂl LI-SAW. EXEMPT STAFF -

Gréup CC Fund Group § BS030i - LI-SAW. EXEMPT STAFF ) Aud Funding Source

| Oy Ehange Funding Scurce

| Total Proposed Fundng
‘ 0l Remove Funding Source

v Ve Job i formatan for Posson @) Acd Group CC Funding Source

O Change Funging Source 10 Group GG

‘ Priar 1o Changes All Friomy Chi

Default Weekly - - Annualzed
reedrchy | Ponitian Typa | Job FTE | Comg Rata | e | Comp Rate |

In this section you can also:
e Change Funding Source
e Remove Funding Source
¢ Add Group CC Funding Source
e Change Funding Source to Group CC

Change Funding Source:

e Select Change Funding Source

e You will select appropriate Chartfield values (see screenshot below)
e Click on LAUNCH

 Runtime Prompts - Change Funding Source

[2<]
Prompt Text Valus

4T T Change Funding Dept to "PFE r |y

1 BES T Change Fund o TG 2063 2l
LT T Change Funding Program o PR k 730" |z

LT Ol Funding Dept o T e
& - Old Funa FC_2063° [

LT T Ol Funding Program PR [ R r3o- Jis
T version "Proposed” #

e

Remove a Funding Source:

e Select Remove Funding Source or Delete the value from the funding source that you want to delete
e SAVE

11



Add Group CC Funding Source:

e Select Add Group CC Funding Source
e Search for Group CC Dept. by clicking member selector Icon and select Department

e Once department is selected click on ADD (See screen shot below)
e Click Ok

Runtime Prompts - UHSAJdGroupCCAllocation =]
Member Selection i =

rensions [Entity] = |
Members Variables
I [ - a3 > & 7 =8 = ol
Allas Allas

P Input HOZ404_ L3 BAUER COLLEGE OF BUSINESS PH o
= Entity

- INput HOZ05_ L3 EDUCATION PH

= INpUt HO406_L3 ENGINEERING PH

“INPUE HOA11_L3 NSM PH"
>

Add

Remove

= INput HO408_L3 HRM PH |

[

B

P Input HO407_L3 HONORS COLLEGE PH

L e
Remove All

P

> Input HO409_L3 LIB ARTS & SOCIAL SCI PH
P Input HO410_L3 LAW PH

B Input HO411_L3 NSM PH

B INnput HO412_L3 OPTOMETRY PH

e Search for Enter Group CC code by clicking member selector Icon and select appropriate Program
e Once Program is selected click on ADD (See screen shot below)

e Click Ok

|Member Selection E
) 3 i
Members ‘araoles
1l N SR P > 7 W e I |
Member Name Member Name

b GRPCC_FED_SEOG v Frogram

I GRPCC_HONORS GRPCC_MSM

I GRPCC_HRM >
Add
B GRPCC_IT c
Remove
b GRECE " -
e GRPOCC_ LAV | Remove All
b GRPCC_LIB |r

b GRPCC_NSM

B GRPCC_NURSE

P GRPCC_OQPT
e Then LAUNCH
Runtime Prompts - UHSAAAGroupCCAllos ation iR AT T T
Prompt Text value
& ¢ GroupGsc Dept “input HO411_L3 NSM PH" o

.7 * Enter Group GG Code E R B ; 5

e Once Group CC is added adjust your percentage accordingly
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Change Funding Source to Group CC:

Select Change Funding Source to Group CC

Runtime Prompts - UHSChangeGroupCCAllocation

Prompt Text
& T Cnange Funding Dept 1o GroupCc Dept
LT T Change to Group CC Code
&t~ Old Funding Dept
Lt T oid Funa

& - Old Funding Program

value

| "PFE_Hooss"

CPR_DO370_730"

["PFE_HOOG&G"

[“Fo_zosar

["PR_Doa7

Search for funding department to Group CC

o_730"

Jasttic

[

Runtime Prompts - UHSChangeGroupCCcallocation

Member Selection

Dimensions

Members ‘ariables

[ - AP v SR s o

Alias

~ Entity

INnput HO405_ L3 EDUCATIOMN PH

INnput HO406_ L3 ENGINEERING PH

INnput HO407_ L3 HONORS COLLEGE PH
INnput HO40&8_ L3 HRM PH

INnput HO409_ L3 LIB ARTS & SOCIAL SCI PH

vV V| V| V|V V|V

INnput HO410_ L3 LAW PH

Click ok

Runtime Prompts - UHSC roupCe
Member Selection

Dimensions [Program |~ |

Members ‘ariables

P Input HO403_ L3 GERALD D HINES ARCH & DESIG PH

m

INnput HO404_ L3 BAUER COLLEGE OF BUSINESS PH

>
Add

s Remowve

1 [~ @2 3 v =8 o el
Member Name

B cRPCC_CBA

B GRPCC_CLASS

B GRPCC_COTMA

B GRPCC_EDUC

B GRPCC_ENGR

B GRPCC_FED_CWS

b GRPCC_FED_PELL

B GRPCC_FED_SEOG

P GRPCC_HONORS

Search for a corresponding Group CC code

Click ok
Then LAUNCH

3%
Remowve All

>
Add

=2
Remove All

Alias
~ Entity

"Input HO406_ L3 ENGINEERING

Member Name
~ Program

GRPCC_ENGR

Remember to enter a Percentage Allocation amount equal to 100%.

SAVE
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| Task List Status =N
Task - Position Maintenance Tas| [( Sync Employee Current HR 1o Proposed
Pasition Maintenance Forms » Ed
[ Vacate Position in Proposed
¢ POsSition: 00010785 _POS - Professor
¥ E4n Postion Funding Eait b
Parcentag Jlocated Job Jiocated Job |
Adjust i Allocation | Amount FTE
Current 1054 - E & G State Sug [ comments ¥F30 - CIV ENGR FACULTY SALARIES BS5034i - L3-S8W,. TENURE TRACK FACULTY 100.000 ‘ 1.00
F s Total Current HR Funding . 100.000f i _1.00|
Base 1054 - E & G State Suf %5 Supporting Detail F30 - CIV ENGR FACULTY SALARIES  BS034i - L3-S&W. TENURE TRACK FACULTY 100.000 | 1.00
Tatal Base Funding 100.000 | 1.00)
Proposed 1054 - E & G State Sug @ Change History ¥F30 - CIV ENGR FACULTY SALARIES BS5034i - L3-S8W. TENURE TRACK FACULTY 100.000 : 1.00
— = i 100.000 | 1.00
& Attachments Total Proposed Funding 0| .00
{4 Lock/Uniock Cells
Filter ¥
Sort
View Job Information for Po %
AP Analyze - . — i i
Prior to Changes | Al Priority Changes | e | All Prigrities
&) New Ad Hoc Grid Annualized Annualized | Priority Parcent Annualized
| o Job FTE Comp Rate e Comp Rate Rato Change Comp Rate Rati
FY18 | Current | HOUGS Select Al b 1.00 [ 0.000%
FY18 Base HODES - hbon 1 DU_ | | | 0.000%
FY19 Proposed HO0EE 40,00 Single Incumbe 1.00 | D.000%

***”Sync” option will default the employee to reflect current data in HR.
On Position Funding section of Position Maintenance form, you can:
¢ Vacate a position

e Sync Employee Current HR information (only if information is already under HR PeopleSoft)

How to update PeopleSoft with the funding sources of the vacant positions in COOGPLAN:

This applies only to funding sources in fund groups 1 through 4 for project NA cost centers, funding
sources which are GroupCC will not be loaded back to PeopleSoft. Also, only Proposed funding
sources get loaded back to PeopleSoft, and after the initial load of the budget data for the beginning of
the budget cycle the Proposed funding sources need to be maintained manually by the department
administrators. If a new position is created in HR during the middle of the budget cycle, then it will
need to be manually added by the department administrator to the budget to put the funding sources
into Base and Proposed using the Position Maintenance form and the “Add Position to Budget”

option. If a position loads to COOGPLAN with job data but no funding sources at all, a Budget
Officer will need to enter a starting funding source for the position to get it started; once the first
funding source is created in Base and Proposed, a department administrator can continue to add
additional funding sources normally as they would for any other position.

Other Video link

* Change History - (How to View change history video link) - To open the link press Ctrl and click on the
blue font
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http://www.uh.edu/finance/Departments/Budget/Change%20History%20video.mp4

Budget Cycle Inquiries

2. Budget Cycle Inquiries: These forms are designed to give an overview of your budget andhelp
you to determine if you are in balance.

l HomePage I COOGPLAN - Task List Status * _

Forms

My Task List

> P Budget Cycle Activities

4 ﬂEBudget Cycle Inquiries |
J> © Budget Balance Check
> ® Budget vs Actuals Inquiry
I> & Budget Inquiry by Strategic Initiatives
[» S Budget Inquiry by Strategic Initiatives with Account
P> & Budget by Department with Graph
b> ® Group Cost Center Lookup

P ¥ view Historical Data

> ¥ UH Budget Reference Materials

b P uH Budget Officer Information

P ¥ UH COOGPLAN Training Materials

> ¥ COOGPLAN Tableau Reports

NOTE: Budget Cycle Inquiries forms update
every ten minutes.

A. Budget Balance Check:

a. Budget Balance Check form provides a department summary by fund group with theability
to drill down (by right clicking on fund group and selecting Open Fund Group) all the way
down to the program level of a cost center.

b. You can expand on expenditure and revenue budget nodes to get a break down of your
budget.

¢. To watch our training video click here. To open the link press Ctrl and click on the blue font
Examples of how you can use form:
1. This form helps you verify that your budget balances:
a. By Fund Group
b. By Fund Code
c. By Cost Center
d. By Department

2. Use the balance column to verify central allocations as well as self-supported funds.
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http://www.uh.edu/finance/Departments/Budget/Budget%20Balance%20Check.mp4

3. Use the interactive tool to find the trouble spots.

B. Budget vs Actuals Inquiry:

e On this form you can see your budget for Current and Proposed year vs Actuals (year to
date), and commitments by budget node.

e |t enables the end user to view information by department grouping, fund grouping and
program grouping.

e This form will be available year round (as view only) to help you maintain your budget and
have a better assessment for proposed year’s financial plan.

e To watch our training video click here.

NACUBO A D E H 1

1 Student Access and Success  Instruction Academic Support Student Services Scholarships & Fellowships Auxiliary Enterprises
NACUBO B

2 National Competitiveness Research
NACUBO F G

3 Infrastructure & Administration Institutional Support Physical Plant
NACUBO C

4 Community Advancement Public Service

C. Budget Inquiry by Strategic Initiatives

e Allows you to review budget by Strategic Initiatives by selecting Fund and Department. This
option provides two years of actuals and current year along with commitments. When you
expand Strategic Initiatives you will see only the NACUBQO’s that have Revenue and/or
Expenditures.

D. Budget Inquiry by Strategic Initiatives with Account

e Allows you to review budget by Strategic Initiatives by selecting Fund, Department and
Account. Account option lets you select various combinations, example: faculty, salary and also
a budget node. This option provides two years of actuals and current year along with
commitments. When you expand Strategic Initiatives you will see only the NACUBO's that have
Revenue and/or Expenditures in the Account selected on top drop down option.

NOTE:
e Accounts reflect Budget Summary Tree, therefore it is in following order.
e REVENUE, includes Fund Balance plus Recovered Cost
e Other Revenue, represents Revenue minus Fund Balance and Recovered Cost
e EXPENDITURES, includes all Expenditures

16


http://www.uh.edu/finance/Departments/Budget/Budget%20vs%20Actuals%20Inquiry.mp4

E. Budget by Department with Graph:

e This graph represents the sources and use of the selected department for current and proposed
fiscal year.

e The sources are presented by fund group (doesn’t include Fund balance and Recovered cost).

e The expenses are presented by the strategic initiative of the university and could be classified
by the NACUBO function.

e Strategic Initiative Category consist of the following NACUBO (program) groupings:

e To watch our training video click Here. To open the link press Ctrl and click on the blue font

F. Group Cost Center Lookup

e On this section you can view all Group 5 combinations that are permissible for your area.
***Note, you can refer to this list when you need to select a funding source for a fund five
position.
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http://www.uh.edu/finance/Departments/Budget/Budget%20by%20Department%20with%20Graph.mp4

View Historical Data

I HomePage ICDOGPLAN*Task List Status > _

Forms
My Task List

= B Budget Cycle Activities

[> 2 Budget Cycle Inquiries

= [’|Wiew Historical Data

» B view Historical Actuals

= iew Historical Budget

= view Budget Changes from Year to Year
= wiew Historical Budget Balance by Entity
& view Historical Financials for One Year
= Historical Positon Search by Department
= Historical Position Search for All Years
= Historical Employee Search for All Years
2 UH Budget Reference Materials

2 UH Budget Officer Information

7 UH COOGPLAN Training Materials

7 COOGPLAN Tableau Reports

mw e WVVIVIVIVV9Y9

\.- \4 \.- \.-

View Historical Actuals: you will see historical data at a cost center level by budget node for two full years
plus year to date actuals of current fiscal year.

View Historical Budget: you will see historical data at a cost center level by budget node for three years of
base and proposed.

View Budget Changes from Year to Year: on this form only the change column to the View Historical
Budget form is displayed allowing you to see the difference between the base and proposed budget.

View Historical Budget Balance by Entity: This form allows you to see Base and/or Proposed totals for all
cost centers by department one year at a time, subtotaled by fund code.

View Historical Financials for One Year: On this form you have a drop down menu where you can select
Fiscal Year, Fund Code, Department and a Program. The form is displayed by budget node.

Historical Position Search by Department: This form allows you to view historical data for positions by
Fiscal Year and Department.

Historical Position Search for All Years: On this form you can search for a position and get historical data.

Historical Employee Search for All Years: On this form you can search for an employee and get historical
data.
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UH Budget Reference Materials
I HomePage I COOGPLAN - Task List Status * -

Forms
My Task List
P B Budget Cycle Activities
P> @ Budget Gycle Inquiries
P B2 view Historical Data
+ P{UH Budget Reference Materials |
P> © uH Budget Calendar
> & UH Budget Training Manual
P> ¥ UH Budget Online Training
[ i Management Report Materials
P> B UH Budget Officer Information
[» ¥ UH coOGPLAN Training Materials
P B COOGPLAN Tableau Reports

UH Budget Calendar: You can view UHS Budget Office Planning Calendar — Key Dates
UH Budget Training Manual: On this section you will find COOGPLAN training manual.

UH Budget Online Training: On this section you will find training videos for Hyperion. (Video links are on
page 23)

Management Report Material: On this section you will find training videos for Management Reports (You
will find more information over Management Reports on the last section of this handout).
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COOGPLAN Tableau Reports
l HomePage ] COOGPLAN - Task List Status * —

Forms
|My Task List
P ¥ Budget Cycle Activities
b ¥ Budget Cycle Inquiries
B B view Historical Data
p ¥ UH Budget Reference Materials
— U COOGPLAN Tableau Reports '
P> ® My Hyperion Dashboard
b+ 8% COOGPLAN Budget Pivot Report
[,‘l o COOGPLAN Finance Pivot Report
[> & COOGPLAN HR Funding Source Pivot Report
b 5 COOGPLAN HR Job Info Pivot Report
b B COOGPLAN Table E Report
P> & COOGPLAN Comment Extractor
[> G COOGPLAN Refresh Status
> ¥ | ist of Cost Centers that are currently not in COOGPLAN

My Hyperion Dashboard

This page is found in Coogplan under Coogplan Tableau Reports, it is called My Hyperion Dashboard. You
can utilized this page as a reference guide for your budget entry progression.

My Hyperion Planning Dashboard

For Budget Year 2020
Today’s Date:  Thursday, January 23, 2020
Nightly Data Refresh Last Last Refresh of COOGPLAN  Last Refresh of BUDRPT Total Items to be < Days Left Before Hyperion
Total Potential Issues :
Update Reports and Tableau Reports Corrected Planning Closes

01/22/2020 01/21/2020 01/22/2020

01:58:22 AM 05:02:59 PM 03:03:12 PM 453 1,80 4=

Budget Cycle Calendar Issues found for your COOGPLAN Data

Budget Milestone = University of .. UH Clear Lake UH Downtown | | Employees with more than 40 hrs 27

Beginning of Budget Cycle /17/2020 1/17/2020 /17/2020 | | Expense Nodes with Negative Amounts 20

Budget Review Job Data Without Position Funding 275
HR Priority Entry Begins Position Funding Not 100 Percent 16
Review of Salary Expenses Position Funding with Missing Accounts 3
Export to PeopleSoft Revenue Nodes with Positive Amounts 106

End of Fiscal Year Close

Coogplan Report Inventory

FR Report T | R

BT Warnings found for your COOGPLAN Data
Budget Summary Rpt by Budget Node ~ Actuals in Previous year but no Budget 6,472
Budget Summary Rpt by Fund and NACUBO Budget FTE with no Budget Amounts 33
Budget Summary Rpt by Fund Department and NACUBO Budget in Current Year but no Actuals Ever 5,365

Budget Summary Rpt by Fund Group

Budget Summary Rpt by Program Group
Faculty Staff Roster Report

Pool vs Job Rpt - Sal Nodes by Budget Node
Position Budget Non Funded Positions Report
Position Budget Report

Position Budget Vacant Positions Report
Position Funding by Cost Center

Position Funding by Employee

Position Funding Pivot Report

El% 3 % F ¥ *X*X*X*X
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List of it

ems this Dashboard provides:

Provides the most current data refresh with date and time.

Incorrect number of items to be revised.

Days left before budget entry closes.

A budget cycle calendar with upcoming proceedings and dates.

A list of Financial Reports and Tableau Reports. (Remember to select either FR or Tableau
reports from the drop down option).

Provides issues found in your coogplan data. (You can double click on each individual option to
get a report of the issues found in your area. This report can then be downloaded into excel).

It also provides warnings that can potentially result in issues therefore, these warnings should
be double checked to avoid issues for your area. (You can double click on each individual option
to get a report of the issues found in your area. This report can then be downloaded intoexcel).

COOGPLAN Budget, Finance and HR Reports

The following Tableau report are designed to provide information at a cost center level for budget,
actuals, HR and HR Job information with the ability to pivot and download to excel.

COOGPLAN Finance Pivot Report
COOGPLAN Budget Pivot Report
HR Funding Source Pivot
HR Job Info Pivot Report

Finance/Budget HR

Finance Pivot Report

Budget Pivot Report

HR Funding Source Pivot

HR Job Info

Fund Group

Fund Code Detail

Period

Campus

Division

College

Entity Detail

Initiative Category
ProgType Detail
ProgCode Detail

Account

Account - L2

Account - Detail

Budget Year

Year

Actuals Amount

Pre Encumbrances Amount
Encumbrances Amount
Actuals Plus Commitments
Base Budget Amount
Current Budget Amount
Proposed Budget Amount
Budget Change Amount
Base Budget FTE
Proposed Budget FTE
Budget Change FTE

Fund Group
Fund Code Detail
Period

Campus

Division

College

Entity Detail
Initiative Category
ProgType Detail
ProgCode Detail
Account

Account - L2
Account - Detail
Budget Year
Year

Base Budget Amount

Proposed Budget Amount
Budget Change Amount
Base Budget FTE
Proposed Budget FTE
Budget Change FTE

Year

Version

Employee

Position

Department Campus Code
Department Division Code
Department College Code
Department Code

Department Description

Fund Group

Fund Code Description

Funding Entity Division Description
Funding Entity College Description
Funding Entity Description
Program Type Alias

Program Code Alias

Salary Expense Account Description
Percent Allocation

AllocJob Amount

AllocJob Fte

Year
Version
Employee
Position

Department Division Code
Department College Code
Department Code
Department Description

Priority

Annual Salary Spread
Salary Basis

Default Weekly Hours
Job Fte

Comp Rate
Annualized Rate
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Downloading instruction: (NOTE: fallow same downloading instruction for all Tableau Reports).

o Left click on one of the amounts on the report
o Click on Download button (located on bottom right side)
o Then select CROSSTAB, followed by download.

COOGPLAN Table E Report

Provides the following information by the selected budget year —

Proposed Budget Amount = Budget Change Amount

Proposed Budget FTE

Budget Change FTE

Division/Area
Faculty Salary
Profl Adm Salary
Classified Salary
Wages

Other (incl B5006)

Division/Area
Faculty Salary
Profl Adm Salary
Classified Salary
Wages

Other (incl B5006)

Division/Area
Faculty Salary
Profl Adm Salary
Classified Salary
Wages

Other (incl B5006)

Division/Area
Faculty Salary
Profl Adm Salary
Classified Salary
Wages

Other (incl B5006)

COOGPLAN Comment Extractor

Allows you to search for a cost center and view/review comments and/or notes left by end
user. You can hit the refresh button to get the latest data. You can also download this data
into excel (downloading instructions are the same as COOGPLAN budget Pivot Report).

COOGPLAN Refresh Status

e This query will show you when Coogplan forms and reports were last updated.

List of Cost Centers that are currently not in Coogplan

e This report allows you to view all the cost centers that don’t have any base budget and were
modified on or after 09/01/YYYY.

Reminder:

May be helpful to run this report to see what new cost center you have to add
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COOGPLAN REPORT

How to access reports: From Homepage

SECTION

Enterprise Performance Management System Workspace, Fusion Edition

Mavigate Filz H Favorites Tools Help

# B T Explore

[shared Workspace Pages/HomePage

m Recently Opened

4 COOGPLAN
|| FE_H0102 - DEAN, MATURAL SCIENCE & MATHE BUDRPT

@ FE_HO102 - DEAN, MATURAL SCIEMCE & MATHE HRRFT
| HO102 - DEAN, NATURAL SCIENCE & MATHE

& FE_UMIVERSITY OF HOUSTOM BUDRFT

Q FE_UMIVERSITY OF HOUSTOM HRRFT

@ FE_UNIVERSITY OF HOUSTOM MEGABUD

[ UNIVERSITY OF HOUSTON

& FE_H0162 -- FINANCIAL REPORTING

L% Open...

g FE_HO102Z - DEAM, MATURAL SCIEMCE & MATHE MEGABUD

Click on Explore to access all reports

i/\a"Quick Links

Favorites

Applications
Planning

S COOGPLAN

There are three different folders in the reporting section —

HomePage Explore: | =

Folders !
[ Root | :
> [ BudRpt ¢~ [ Budrpt
» [[J Coogplan [ Coogplan

» [[J CoogPlan Batch Reports
& [ Management Reports

[ Shared Workspace Pages

+» COOGPLAN — Currently updates every 10 minutes. — (Running Reports on Demand)

» Budget Report by Employee
» Budget Request Form
» Budget summary

CooagPlan Batch Reports
Management Reports
> [[J Scheduled Jobs [[] Scheduled Jobs

[ Shared Workspace Pages

o Budget Summary Rpt. by Budget Node

o Budget Summary Rpt. by Fund and NACUBO
o Budget Summary Rpt. by Fund Department and NACUBO
o Budget Summary Rpt. by Fund Group
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Type

Folder
Folder
Folder
Folder
Folder
Folder

Modified Des
1/23/18 9:35 AM
&/1/17 6:50 AM
5/22/17 8:54 PM
12/18/17 3:29 PM
1/23/18 10:15 AM
1/23/18 10:56 AM



>

>

MegaBud

O

O

MegaBud Comp - Selectable by CC-FC-Dept-Prog
MegaBud Uncomp by CostCenter

Pool vs Job

O

O

Pool vs Job Report - All Budget Nodes
Pool vs Job Report - Salary Nodes

Position Budget Report

O

Position Budget Non Funded Positions Report

Priority Report

O

O

O

O

O

O

Priority Report by Employee - All Rows
Priority Report by Employee with Cost Center
Priority Roster By Cost Center

Priority Roster By Fund Group

Priority Roster By Priority Pool

Priority Roster By Single Priority Code

» Roster Report

O

O

O

Faculty and Staff Salary Expenses by Budget Node
Faculty and Staff Salary Expenses by Fund Code
Faculty Roster Report

«» BUDRPT - Updates overnight which means that is the equivalent to Report Book —
» Audit Report

O

O

O

730 Uses Audit Report - Table A Cost Center

730 Uses Operating Budget by Fund Report - Table A
730 Uses Operating Budget Report - Table A

783 Uses Audit Report - Table A CostCenter

783 Uses Operating Budget by Fund Report - Table A
783 Uses Operating Budget Report - Table A

Sources Audit Report by Cost Center

Sources Audit Report by Cost Center by Fund Selection
Sources Operating Budget by Fund Report
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o Sources Operating Budget Report
o Uses Audit Report by Cost Center — Selectable
o Uses Audit Report by Cost Center - Selectable Fund
o Uses Operating Budget by Fund Report — Selectable
o Uses Operating Budget Report — Selectable
» Budget summary
o Budget summary by cost center pivot report (Pivot Friendly)
o Budget Summary Report by Cost Center (Pivot Friendly)
o Budget Summary Report by Cost Center with Dept. and Fund Group
o Budget Summary Report by Dept.ID and Fund Group
o Budget Summary Report by Dept.ID Program Group
o Budget Summary Report by Fund Code and NACUBO
o Budget Summary Report by Fund Group
o Budget Summary Report by Fund Group and NACUBO
o Budget Summary Report by Strategic Init Fund Group and Department
» MegaBud
o MegaBud Comp - Selectable by Fund and Dept
o MegaBud Uncomp by CostCenter
» Pool vs Job
o Pool vs Job Report - All Budget Nodes
o Pool vs Job Report - All Budget Nodes Diff Only
o Pool vs Job Report - Salary Nodes
» Table E

o Table E Report - Individual

« CoogPlan Batch Reports - Report Books will be updated on a nightly basis so every morning you will
have an updated version of your Report Books. To watch our training video on the Report Book click
Here. To open the link press Ctrl and click on the blue font

List of Reports available in daily batch reports
Set 1 — Blank

e Faculty/Staff Roster Report
e Position Funding Pivot Report
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http://www.uh.edu/finance/Departments/Budget/Report%20Book.mp4

Set 2 - MEGABUD -

e MegBud — by Cost center — will include all the cost centers with budget for the department.

Set 3 — HRRPT

e Position Funding my Employee — all fund groups and all program

Set 4 — BUDRPT

e Budget summary report by fund code

e Budget summary report by fund code and costcenter
e Budget summary report by fund code with grouptotal
e Budget summary report by fund group

e Uses Audit Report by Cost Center - Selectable

e Pool vs Job report — All budget nodes

e Pool vs job — Salary Nodes

e Table E report — Individual

e Uses Operating budget by fund report — Selectable

e MegaBud comp — Selectable by Fund and Dept.

***Note.
The previous reports will be overwritten so if you wish to archive reports, save them to another
location on your computer.

7. Other Video Links — To open the link press Ctrl and click on the blue font

» How to turn on User Point of View

* How to run Reports

» How to pick-up your daily report batch

» How to navigate the Search and Enter Budgets Form

* How to add a new cost center

» Logging into CoogPlan

* Budget Balance Check

» Budget by Department with Graph

» Budget vs Actuals Inquiry
* Report Book
» Workspace-Task list status v2

» Change History
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http://www.uh.edu/finance/Departments/Budget/How%20to%20turn%20on%20User%20Point%20of%20View.mp4
http://www.uh.edu/finance/Departments/Budget/How%20to%20run%20reports.mp4
http://www.uh.edu/finance/Departments/Budget/How%20to%20pick%20up%20a%20report%20batch.mp4
https://www.uh.edu/finance/Departments/Budget/How%20to%20navigate%20the%20Search%20and%20Enter%20Budgets%20Form.mp4
http://www.uh.edu/finance/Departments/Budget/How%20to%20add%20a%20new%20cost%20center.mp4
http://www.uh.edu/finance/Departments/Budget/Logging%20into%20CoogPlan.mp4
http://www.uh.edu/finance/Departments/Budget/Budget%20Balance%20Check.mp4
http://www.uh.edu/finance/Departments/Budget/Budget%20by%20Department%20with%20Graph.mp4
http://www.uh.edu/finance/Departments/Budget/Budget%20vs%20Actuals%20Inquiry.mp4
http://www.uh.edu/finance/Departments/Budget/Report%20Book.mp4
http://www.uh.edu/finance/Departments/Budget/Workspace-Task%20list%20status%20v2.mp4
http://www.uh.edu/finance/Departments/Budget/Change%20History%20video.mp4

Management Reports

1. Data Extractor Tool

Login to Hyperion through Access UH or https://hyperion.uh.edu/workspace/index.jsp?framed=true

1) CougarNet Username and Password

User Mame:

Password:

Log On

ORACL &

ENTERPRISE PERFORMAMNCE
MANAGEMENT SYSTEM

Copyright & 2005, 2014, Oracle and f or its affiliates. all rights reserved.

2) Click on “Explore”

Enterprise Performance Management System Workspace, Fusion Edition

=vorites Tools Help

fShared Workspace Pages/HomePage

l Recently Opened /‘;/QU_ICR Links
4 COOGPLAN Favorites
Account Balances Report by Fund [[J) Data Extractors
Equity Balance Report by Department Applications
Equity Balance Summary Report Planning

Revenue Summary & COOGPLAMN
Revenue Detail

Expense Summary

Budget Summary Report by Cost Center {Pivot Friendly)
Budget Summary Rpt by Fund Group

Position Funding by Employee

| Lﬂ |  Workspace Pages |

3) Click on the “Management Reports” Folder

Enterprise Performance Management System Workspace, Fusion Edition

Ble WVew Favorites Tools Help

%= Explore | fe?d
HomePage
Folders !
[ Root ! # Name = Type Modified Description
Budget Office Doc [ Budget Office Doc Folder 4/17/18 10:03 AM
> [ BudRpt [E7 Budrpt Folder 1/10/19 1:12PM
> [ Coogplan |57 Coogplan Folder 1/10/1% 1:44PM
> [ CoogPlan Batch Reports |1 CoogPlan Batch Reports Folder 2/15/18 7:54 AM
&[] Management Reports [ Management Reports Folder 1142818 2:13PM
> [ Scheduled Jobs [ scheduled Jobs Folder 4/17/18 10:03 AM
[(J Shared Workspace Pages [ Shared Workspace Pages Folder 7/31/18 2:16 FM
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https://hyperion.uh.edu/workspace/index.jsp?framed=true

4) Click on the “Data Extractors” Folder

Enterprise Performance Management System Workspace, Fusion Edition

Mavigate File Wiew Favorites Tools Help

A voooe|la @

HomePage Explore: fManagement Reports *

Folders [Management Reports
[£7 Root I % MName - Type Modified C

[£7 Budget Office Doc [£7 Account Balance Reports Folder 7/23/18 9:47 AM

» [ BudRpt [ Athletics Reports Folder 4/10/18 10:07 AM

» [E] Coogplan [ Data Extractors Folder 11/28/18 2:53PM

» [ CoogPlan Batch Reports [E7 Equity Reports Folder 4f3/18 3:45PM

> [[J] Management Reports [£7 Quarterly Budget Report Folder 3/21/18 8:34 AM

» [ Scheduled Jobs
[E7 Shared Workspace Pages

5) “Authentication required” window will pop-up please enter your CougarNet Username and Password.

Enterprise Performance Management System Workspace, Fusion Edition

Mavigate File View Favorites Tools Help

At % Explore

HomePage | Explore: Management Reports/Data Extractors

Management Reports/Data Extractors/Budget_vs_Actuals.htm

~

Authentication Required x
@ https://tableau.uh.edu is requesting your username and password. WARNING: Your password will
not be sent to the website you are currently visiting!

User Name: | 08 |

Password: | esesesesesssessse ‘

Make appropriate selection from the following fields: —
o Fiscal Year
e Accounting Periods
e Business Unit
e Division
e Area College
o Department
e Fund Group
e Fund Code
e Budget Account Type
e Budget Account
e Budget Reference
e Scenario
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After all the selections are made left click anywhere in the green box (a), click gray area on the
top (b) then click the “Download” (c) button on the bottom right side of the report. Pick
‘Data”(d) as the file format

Management Reports/Data Extractors/Budget vs Actuals Data Extractor

To extract the results from this report, click the “Download” button on the bottom right side of the report. Pick "Data” as the file format, a new window will open and

then select the Full Data tab. From there you can download the data as a CSV file. Check the box ”Show all columns” to pull all the fields available in the data source.

CLICK HERE BEFORE USING THE DOWNLOAD BUTTON o Business Unit: 00730 - University of Houston
Division: All
Fiscal Year  Business Unit Com.. Budget Account Top D. ACTUALS College:
2022 443,375 45 Fund Grou
o Fund Code: All
2,501,536.23 Budget Account Type: All
Budget Account: All
Budget Reference:
Scenario: ACTUALS
Download X
Select your file format. 6 : a I
| Image |
| Data t : d '
Fiscal Year Accounting Periods Business Unit | Crosstab | Area College Department
2022 - (&) - 00730 - University of - HO406 - Engineering - HO067 - Chem Engineering -
[ PDF |
[ PowerPoint |
Fund Group Fund Codes Budget Account Type Budget Account Budget Reference Scenario
(all) * | [(am v | |an v | |an * | |an * | [AcCTuALS -

R Pause *[ii] View: Original _/\, Aterts 3 Subscribe o2 share CJ Download

|& Revert 2 Refresh

€ Undo

A new window will open and then select the Full Data tab. From there you can download
the data as a CSV file. Check the box "Show all columns" to pull all the fields available in
the data source.

View Data

Showing first 200 rows.
| this will allow you download as CSV file I
(/] show all calumng)

Account Account Combined Account Detail Account Name Account Account Summary Account Area Are

Category Description Number Description Type College Colle

Description Description Code Comb

Maintenance 352803 - Communication Telecommunication 52805 Exp_Rev_Summary Expense HO4086 HO406

B Operation Telecommunication B Services Categories Engine
Services Transportation

Maintenance 352811 - Communication Freight/Transport 52811 Exp_Rev_Summary Expense Ho4086 Ho406

E Operation Freight/Transport B Categories Engine
Transportation

Maintenance 352807 - Telephone - Communication Telephone - Long 52807 Exp_Rev_Summary Expense HO406 HO406

B Operation Long Distance B Distance Categories Engine
Transportation

Maintenance 352807 - Telephone - Communication Telephone - Long 52207 Exp_Rev_Summary Expense HO406  HO406

E Operation Long Distance B Distancea Categories Engine
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You have chosen to open:

Opening BvA_Grid_Cest_Center_crosstab.csv

£ BvA_Grid_Cost_Center_crosstab.csv

which is: Microsoft Excel Comma Separated Values File
from: https://tableau.uh.edu

[] Do this autormatically for files like this from now on.

The Excel will provide results for the following fields:

Account Category Description
Account Combined

Account Detail Description
Account Name

Account Number

Account Summary Description
Account Type Description
Amount

Area College Code

Area College Combined

Area College Description
Budget Account Code

Budget Account Combined
Budget Account Description
Budget Account Summary Desc
Budget Account Top Desc
Budget Account Type Desc
Budget Reference

Business Unit Code

Business Unit Combined
Business Unit Description
Cougarnet Id

Program FourRocks
department_access

Security Department Code
Department Code
Department Combined
Department Description
Division Code

Division Combined
Division Description
Fiscal Year

Fund Category Description
Fund Code

Fund Combined

Fund Description

Fund Detail Description
Fund Group Description
Fund Restrictions

Fund Summary Description
Fund Type

Fund Type Description
Lar Goal Description

Lar Objective Description
Lar Strategy Description
Number of Records
Period Name

Period Number

Program Code

Program Combined
Program Description
Program Type Description
Project Code

Project Combined
Project Description
Project Type Description
Quarter Period

Scenario
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2. How to Run Quarterly Budget Report:

e Begin by clicking on explore icon.
e Choose management reports.
e Then Quarterly Budget Report

***Note. There are 3 expense reports and 3 revenue reports, but they are run the exact same way. The
only difference in the reports is that the Expense report has current YTD commitments. The revenue
report does not have any commitments.

***If you would like an example on how to run Quarterly Budget Report please remember to reference training video
mentioned on page 20.

uarterly Budaget Report

FYXX Base Budget- this column represents Base budget as it was loaded in Coogplan.

FYXX Base Budget+ self-funded ADJ- this column represents Base budget as it was loaded in
Coogplan plus or minus any adjustments that were made during the year.

FYXXYTD- This column shows YTD expense or revenue for the previous year. This column is a
reference point to compare current YTD actuals with the previous year actuals for compatible point in
time selected.

FYXX YTD- This column shows Actual YTD information for the selected year and period.

FYXXYTD Commitments- this column represents all the commitments for the remainder of the year.
(Only in Expense reports)

FYXX Full Year- this column represents full year Actuals for the previous Fiscal year.

FY Estimated Full Year- is a formula line to estimate how much will spent or collected based on actual
activity of current and previous year. If the selected year is FY18 the formula would be - (FY18 YTD /
FY17 YTD)*FY17 Full Year

FYXX (Under)/Over Curr Budget = FYXX Estimated Full Year - FYXX Base Budget + Self-Funded ADJ
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How to Run Equity Report:

Begin by clicking on the explore icon.
Then click on Management Reports
Choose Equity Reports.

This will bring up 3 options:

o Equity Balance report by Cost Center

o Equity Balance Report by Department

o Equity Balance Summary Report

These reports run the same way, so just choose one.

*** Note. You can see the definition of the fund type selection (central or other) on the
Fund_Type_Description.txt under the quarterly budget report folder.

I omerage | explor: /management Reports/quartery Budget report < | —

/Management ReportsfQuarterly Budget Report

Folders

[£7 Root

[ Budget Office Doc
> [ BudRpt
» [fJ Coogplan
» [ CoogPlan Batch Reports
[ Management Reports
[£] Account Balance Reports
[£7 Athletics Reports
[ Data Extractors
[D Equity Reports
[ Quarterly Budget Rep

> [ Scheduled Jobs
[ Shared Workspace Pages

Equity Report:

In this section we will go over the layout of the equity report:

# MName -

Expense Detail

Expense Detail CC

2| Expense Summary

D fund_type_description.bd
d Revenue Detail

evenue Detail CC

Revenue Summary

Once the report is run you will see a screen like this.

HOQ66 - Dean, Engineering
Equity Balance Report by Cost Center
5 Year Historical FY14-FY18

Report Criteria | Department: HODG - Dean. Enginesting | Funds: Funds | Program: All Programs

Project: All Projects | Business Unit: UH & UHSA| Fund Type: All of the Fund Types

Fund Department

1008 HO066 - Dean, Engineering
1008 HO066 - Dean, Engineering
1026 HO066 - Dean, Engineering
1026 HO066 - Dean, Engineering
1026 HO066 - Dean, Engineering
1026 HO066 - Dean, Engineering
1054 HO066 - Dean, Engineering
1054 HO066 - Dean, Engineering
1054 HO066 - Dean, Engineering
1054 HO066 - Dean, Engineering
2063 HO066 - Dean, Engineering
2063 HO066 - Dean, Engineering
2063 H0066 - Dean, Engineering
2063 HO066 - Dean, Engineering
2064 HO066 - Dean, Engineering
2064 HO066 - Dean, Engineering
2064 HO066 - Dean, Engineering
2064 HO066 - Dean, Engineering
2064 HO066 - Dean. Enaineerina

Page: Equity

Program

B0003_730 - Rif Master Heaf 1043
B1118_730 - Dean Engr - Facility Projects
D0474_730 - Egr Office Of Dean
AD439_730 - Egr Faculty Unal
AD441_730 - Egr Services Doe

A0443 730 - Egr Summer Fac Sal
D0474_730 - Egr Office Of Dean
D0645_730 - Engineering Services
AD217_730 - Lab Fee Revenue-Egr
A0441_730 - Egr Services Doe
DO0718_730 - Engr Edu Resource Fee
D2622_730 - Engr Student Services Fees
D2713_730 - Engr Info Tech Fee
D4154_730 - Engr Major Fee

D0361_730 - Ug Program Support
D0370_730 - B-On-Time - Engr Advisors
D0474_730 - Egr Office Of Dean
D0493_730 - B-On-Time Engr Ug Success
F0013 730 - Debt Services

Project

R913006_730 - Heaf {1008) 13 Cs Eng

Tedesc
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
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Type Modified Description
Financial Reporting 3/6/18 3:01 PM
Financial Reporting 11/16/18 9:22 AM
Financial Reporting 3/6/18 3:01 PM
Plain Text 1/23/18 1:31 PM
Financial Reporting 3/6/18 3:01 PM
Financial Reporting 3/6/18 3:01 PM
Financial Reporting 3/6/18 3:01 PM
[ FPma_ [ Fvi5 | FYie | FVAT__ | FYi8
(10,374) (6,526) (6,526) (6,526) (6,526)
i 3 ] 1 (21)
(287,066) (17,811) (2,324) 0 0
8,374 (1,396) (16,822) 0 0
40,003 (3,480) (65,598) 0 0
(U] 1) ) 0 0
1 ¥ 2 (15,441) (3.110)
i - - - (76,033)
(2.159) (204) (108) (483) (138)
E ] L (33,200) 0
(59,193) (9.707) (36,278) 5) (5)
(196,465) (46,381) (1,558) 0 (5,410)
(21,006) (13,862) 41 (16,756) (13,808)
(254,371) (24,695) (17,093) (15,324) 0
] g - (45,348) (614)
] ] i (5.380) (5.257)
(74,666) (58,154) (16,523) (19,216) (14,211)
] 3 < (23,423) 0
47122 47198 (] m (6.982)



****Note.

©)

This report is for Engineering you will see that the year you ran the report for is in the far right

column. The report has 5 years of historical data that will give you context for the report. This
report is sorted by Fund group and further broken out by centrally allocated or other Funds.

To find out which fund codes are centrally funded and which are self-funded choose

Fund_type_decription.txt on the quarterly budget report page and you will get a break downby
fund code.

equity less encumbrances. If you choose equity you will see the year-end equity amount.

Encumbrances include all commitments (soft commitments not included) accrued during the

You will see there is a drop down at the top of the report. There is equity, encumbrances, and

fiscal year. The equity less commitments takes the equity and subtracts out the commitments

giving you the total.

sheet for each section. Equity, Encumbrances, and Equity less Encumbrances.

This will bring up 4 options:

o

@)
©)
@)

Begin by clicking on the explore icon.
Then click on Management Reports
Choose Account Balance Reports

How to Run Account Balance Reports:

Account Balances Report by Cost Center
Account Balances Report by Cost Center — Pivot
Account Balances Report by Department
Account Balances Report by Fund

These reports run the same way, so just choose one.

Report Criteria | Depariment. H00E6 - Dean. Engineering | Fus
Project All Projects | Business Unit: UH & UHSA | Fund Type: All of the Fund Types

Funds: Funds | Program: All Programs

HOO066 - Dean, Engineering

Account Balances Report by Cost Center
5 Year Historical FY14-FY18

When exporting to PDF, there is no drop-down option so it automatically creates a separate

Fund D Program Project Category FY14 FY15 FY16 FY17 FY18
R913006_730 - Heaf (1008) 13 Cs

1008 - HEAF - General HOOBE - Dean, Engineering BO003_730 - Rif Master Heaf 1043 Eng Tedesc Beginning Fund Equity Balance (88,407) (10,374) (6,526) (6.526) (6,526)
R913006_730 - Heaf (1008) 13 Cs

1008 - HEAF - General HO0B6 - Dean, Engineering B0003_730 - Rif Master Heaf 1043 Eng Tedesc Expense Categories 78,033 3,848
R913006_730 - Heaf (1008) 13 Cs

1008 - HEAF - General HO066 - Dean, Engineering B0003_730 - Rif Master Heaf 1043 Eng Tedesc Ending Balance (10.374) (6.526) (6.526) (6.528) (6.526)
R913006_730 - Heaf (1008) 13 Cs

1008 - HEAF - General H0066 - Dean, Engineering B0003_730 - Rif Master Heaf 1043 Eng Tedesc Open Commitments 6,750 6,750 6,750 0 0
R913006_730 - Heaf (1008) 13 Cs Ending Balance Adj for

1008 - HEAF - General HO066 - Dean, Engineering B0003_730 - Rif Master Heaf 1043 Eng Tedesc Commit (3.624) 224 224 (6.,526) (6,526}

1008 - HEAF - General HOD0B6 - Dean, Engineering B1118_730 - Dean Engr - Facility Projects NA Fund Adjustments g ] K ] 21)

1008 - HEAF - General HO066 - Dean, Engineering B1118_730 - Dean Engr - Facility Projects NA Ending Balance (21)

B1118_730 - Dean Engr - Facility Ending Balance Adj for

1008 - HEAF - General HO066 - Dean, Engineering Projects NA Commit (21)

1026 - E & G State Support-Fd

1-UH HO066 - Dean, Engineering D0474_730 - Egr Office Of Dean NA Beginning Fund Equity Balance (76,093) (287,066) (17.811) (2.324) 0

1026 - E & G State Support-Fd

1-UH HO0B6 - Dean, Engineering D0474_730 - Egr Office Of Dean NA Fund Adjustments (581.609) (387.362) (618.785) 2324 0

1026 - E & G State Support-Fd

1-UH HO066 - Dean, Engineering D0474_730 - Egr Office Of Dean NA Expense Categories 370,636 656,617 634,272 - -

1026 - E & G State Support-Fd

1-UH H0066 - Dean, Engineering D0474_730 - Egr Office Of Dean NA Ending Balance (287,066) (17.811) (2,324) 0 0

1026 -

E & G State Support-Fd
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Recommended User Preferences for COOGPLAN Planning users

1) Openthe COOGPLAN Planning application so that all the preferences options become available:

Enterprise Performance Management System Workspace, Fusion Edition

Mavigate Hle View Favorites Tools Help

# B = % Bxgploe

/Shared Workspace Pages/HomePage

i Recently Opened } | Quick Links
y Upe o Q
| Revenue Summary Favorites
ﬁ Budget_vs_Actual.hitm 'ﬂﬂ My Personal Page

4 CODGPLAN Applications
-i| Expense Summary Planning

Equity Balance Summary Report J COOGPLAN
Account Balances Report by Department

MegaBud Uncomp by CostCenter
Pool vs Job Report - All Budget Nodes
Position Funding Report

5 Open...

‘ Lri' Workspace Pages

2) Access the User Preferences in the Hyperion environment by going to the workspace menu:

Enterprise Performance Management System Workspace, Fusion Edition

Mavigate | Fle Edit View Favortes Tools Administration Help

h B

Close 4
Form: Form and Ad Hoc Grid Management
= For = Actions ~ View '3 F OB o = F
P Fo Preferences... Form Desc
Log Off Mo data to display.
Exit

35



3) Turn on “User Point of View” so the prompt box shows first before a FR report runs:

Preferences
1

H
=
General

m
s

Authentication

B

Explore

N

Interactive Reporting

SQR Production Reporting

]

Finandal Reporting

&

Planning

Help

Financial Reporting

General Reporting Studio
Default Preview Mode
(@) HTML Preview
(") PDF Preview
User Point of View
Preview
() off
(@) On

Setup Members...
Query-Ready Export

Mode Export To

(@) Smart View (@) Mew Worksheat
) Bxced Grid  (C) Mew Waorkbook
() Disabled

Word Export

Export As
() Image
(@) Document({.doox)

=

|§| Merge Equivalent Prompts

Annotation Print Details...

Thousands Separator

(@) Comma
Period
() Underscore

() Space
Dedmal Separator
() Comma
Period
Underscore
() Space

Date Value Format
MMM d, yyyy =

oK Cancel

4) Change default of member display to “Alias” so the prompt boxes in COOGPLAN show the
description rather than the code. Hit the “Save” button to apply the change in the setting:

s

Preferences
@ Application Settings | Display Options | Printing Options
General Email Options Use Application Default [ A
EI Email Address | |
o Task List Notification No |v|]
Authentication
Approvals Notification Ne |v|[]
'%:ﬂ Copy the Application Owner No |w|]
Explore Job Console Notification No [v|[]
Alias Setting Use Application Default []
Interactive Reporting Alias Table
Member Name/Alias Display
SQR Production Reporting i
- Approvals Options UiMember Name:Alias [
Alias:Member N
iz Show Planning Units as Aliases e
Finandial Reparting Show Planning Units That are Not Started Ne |v|J

Planning

Help

Out of Office Assistant

Salact Artinn

1 am currently out of the office. [«

| P — — |

Sovo Y Rese

0K Cance]

5) Pressthe “OK” button at the bottom of the Preferences box to save all changes.
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