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Introduction

About the Yale Budgeting Tool

The Yale Budgeting Tool (YBT) creates a common system for budgeting, forecasting, and

financial management at Yale, vastly improving our labor and financial planning
processes.

YBT is Yale’s customized version of software developed by Syntellis, Portland, Oregon.

Our Philosophy

Yale University utilizes an efficient and effective set of standard processes to enable the
timely, accurate, and comprehensive management of its financial resources through
planning, budgeting, forecasting, monitoring, financial reporting, and risk management.
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Getting Started

System Requirements

The following are required in order for YBT to operate effectively:

Axiom Windows Client requirements

The Axiom Windows Client is an installed desktop client application suitable for all users.

Hardware requirementis
The following hardware requirements apply to all users:

CPU Additional RAM  Disk 0s
Dual core 2.0Ghz 1GB 100M B available Windows 81,
or higher disk space Windows 10

NOTE: The RAM reguirement is additive to the minimum RAM requirements of the machine for its
current use.

Software prerequisites
The Axiom Windows Client requires the following software prerequisites:

« Microsoft .NET Framework 4.8 or higher, plus any versions required by the dient operating system
« Microsoft Edge

NOTES:

+ Microsoft Edge or Internet Explorer are required to install and launch the dient using ClickOnce
technology. Other browsers may have a ClickOnce add-in that an be used, but these add-ins
are not offidally supported.

« Ifyou are using the new version of Microsoft Edge based on Chromium, then ClickOnce
support must be explicitly enabled for the browser. Users that need ClickOnce support can go
to edge:/ /£1ags. Scroll to ClickOnce Support and select Enable from the drop-down list.
The browser must be dosed and reopened for the change to take effect.

e The YBT Windows Client contains many Excel functions in dropdown menus. It
also processes large amounts of data, in both plan files and reports, quickly.
¢ YBT does not work on the Macintosh platform.

Launching YBT

The software components needed to use YBT are automatically “pushed” to your computer in
the background. When you need to use YBT, direct access is available via the login page located
at: https://your.yale.edu/work-yale/learn-and-grow/training/financial-training/yale-budgeting-
tool-ybt

Where to Get Assistance

If you need assistance with the YBT application or encounter problems, contact YBT Support at
ybtsupport@yale.edu.

pg. 5



mailto:ybtsupport@yale.edu

YBT Home Page

1. Contacts- key contact for getting
assistance and System Last Closed Month

2. Navigation area - links to training K eme
resources and related information

3. System Availability

4. Bulletin - time sensitive updates

YBT Tabs
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In the Windows Client, you can quickly navigate between open files by using the tabs at the
top of the screen. You can also perform certain basic file actions directly from these tabs.

The File Tab

The File tab will vary slightly based on the client you are using. The example below is for
Windows Client which is allowing you to access Excel files and common commands.

New
Open
Close
Print
Save
Help
About Axiom EPM
Close Axiom EPM
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Start a new file

Open an existing file

Close an open file

Print a file

Save a file

Open online help

Axiom-related details (software version, etc.)

Close the YBT application
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The Axiom Tab

YBT Workbooks, Reports and features are accessed using the Axiom tab on the ribbon at the
top of your screen. A down arrow ( ¥) next to a button indicates that sub-selections are
available; press the down arrow to see available options.

File AXIOM Home

%% %% %% %% r Hsave - [Zrefresn ~  VzauickFilter | spPrint - 9 Dx
1E|change View ~ [Eysrapshot | ¥ Formula Bar

Labor Financial Institutional Archived Reports Help Close Axiom

Planning = Planning * Planning * Plan Files = = GoTo - Freeze Panes 07 E-mail #| Headings Software

The Axiom tab contains the following groups:

Group Description

File Groups Access files for Labor Planning, Financial Planning and Institutional Planning. Not
all users will have Institutional Planning.

Reports Access existing reports.

File Options | Perform actions such as saving the file, changing the view in the file, refreshing
data, and inserting planning rows

File Output Perform file output actions on YBT files, such as taking snapshot copies
Display Manage display options. Show or hide the formula bar, or sheet headings

Exit Close Yale Budgeting Tool

The Home Tab

The Home tab includes some Excel functionality that can be used in the YBT Windows Client.

File AXIOM Home
Y L. ==} 1e—31 = )
D o cut Calibri 11 - AaA Genera - EEI‘:‘:' EEX IE' [El Y Q I:E) Calcuiate Now
B copy B T U ™ 0 @ L= m £ calculate Workbook
Paste . = - A~ $ 9% » 0N Insert Delete Format Print Filter Zoom  100% Calculation
- Format Painter — - - - Area v Options =




Pasting

When pasting data into YBT fields, be sure to use the following process to ensure that no
formatting, formulas, or any other attributes are copied into the cell.

1. Right click on the destination cell and select Paste Special... .

&
53| Copy
[ Paste

| Paste Special...

2. Select the Values button, as shown in the image at right.

() All using Source theme
All except borders
Column widths

() Formulas and number formats

. . Comments () Values and number formats
3. Click OK. -

©) Muttiphy
) Divide I

[ skip blanks [] Transpose

AXIOM  AXIOM DESIGNER  FILEGROUPS  UATFILEGROUPS | Home
B ¥ cut
L ER Copy

- ' Format Painter

Segoe Ul A [ AAAv Number
BIu &-A- $ % >

Dy | Paste All Fort Number
Windows Client: Click on the Home tab then
on the dropdown under Paste and select
Paste Values.

Scrolling

You can scroll both up and down, and left and right to see all of your data.
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The GoTo Button

The GoTo button takes you to a specific section within

YBT.

Labor Planning Workbook —

e Job Category...sub categories

e Employee (to locate and select a particular

employee)

Financial Planning Workbook —

e Detail - Cost Center

e Detail - Dimension Blocks

e Summary - Cost Center

e Summary - Dimension Blocks

Colors in YBT

The following colors are used consistently in all YBT modules:

Color

Description

Blue shading

Editable cell available for data input or modification.

Gray or white (no shading)

Locked (not editable)

Red shading

1.) Indicates a difference noted in the labor planning worksheet. If an
employee’s allocations are over/under 100%, it will be marked in red
highlight. Note: This does not apply to splits-in employees.

2.) Red numbers in the monthly allocation buckets mean that a Grant is
past the end date of the month in which the allocation is to hit (i.e.,
the COA will not be charged).

Blue Italic text

Shortcut that will do what is described in text
(example: << Add Employee to Manager & Professional section >>)

Icons / Indicators in YBT

Input table for all new icons/indicators

Icon/Indicator | Workbook DESCRIPTON Notes
Lock icon Financial Planning (FP) | Cell or row that cannot | Note: If using the Windows client
a be edited. this will appear as LK rather than
with Lock icon.
CL Financial Planning (FP) | Central Load data
ME Financial Planning (FP) | Manual Entry made to
the assessments
section.
SB Financial Planning (FP) | Summary Budget
“increment/decrement”
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COA! Labor Planning (LP) Indicates when an Note: This error must be cleared in
added allocation row is | order for the workbook to save.
missing a COA segment

COA!  Home CCO339 _ wO000001 — FOO C_ :') PJoooOOT 72000 Findi 4
i P lar Sadacs Minoation Linafl

PCLA! Labor Planning (LP) Pay Component Ledger | Note: This error must be cleared in
Account error. order for the workbook to save.
Indicates there is an
invalid, duplicate or
missing ledger account
segment.

PCLA! Home CCoad2 _ _ Y DOO0001 .FDOI PGOO363 PIOOO0O0L _ Q Pick LA Institutional Administratig

Add Regular Salary Allocation Line(s)

D! Labor Planning (LP) Duplicate Needs to be updated with distinct

values.

D! PCLI Split Cut ECI}{II}? : : ;DI}:IDEIEIZ FD3m ;‘GI}:II}EIZ‘ ;‘JODDIEB : 0 Pick L4

D! PCLI Split Cut CC000T _ _ YDOO0002 FD30n PGOOO02Z PIODO126 _ 0| Pick LA

Add Time Entry Waoge Allacation Line(s)

ccl!

Labor Planning (LP) Cost Center Error

Needs to be updated.

@ Lump Sum

Other Salary Categaores.

vale Des.

Fund
Foo1

__Project

- O g
PGDODCE PIO0000L

Add MNew Lurmp

__Assignes

Ledger Account Description
CasualTemp Employee Wages

__Ldgr. Acc.
T2006| Fick LA

FS! Labor Planning (LP) Indicates there is an Note: All 3 funding components
invalid Funding Source | cannot be populated in one row OR
combination that needs | Gift and Yale Designated are not a
to be corrected. valid combination for a row.
FS! Hame CCoa42 RODO356  GEOO4905 ¥DO0000T 01 | PGEO0363 PIO0000L _ 72000 Pick LA Institutional Administration 4
Add Regul jng L
FS1 Home OC0e42 _ GEOO4805 ¥OOo00001 D01 PGOO363 PIDODODL _ T2000  Pick L4 Institutional Administration
Add Regulor SuIaryAflncuﬁan;
Icon/Indicator | Workbook DESCRIPTON Notes
INA! Labor Planning (LP) Indicates there is an The dimension cell will turn red on
Inactive Segment. the segment that is inactive. On an
added row, type in a valid COA
dimension value. For rows that
came into the plan file on build, the
user can zero out the Allocations on
the row with the inactive segment
and reallocate to a different COA
string. The indicator DOES NOT
prevent the plan file from being
saved and users may choose to do
nothing.
IMAL Home CCOZ62 - ¥DOoooooz2 FD3ao PGO160E PIDOASET 72000
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Sorting and Filtering

Many YBT popup windows can be filtered and sorted for easier viewing. A filterable list is

indicated by the dropdown arrow next to the column heading. This can be handy when selecting
from a long list of available plans (shown in the example below), as well as selecting from lists of
Ledger Account codes, position names, employee names, and the like.

e Tosort alist on a particular column,
click on the column heading.

o To filter a list, click the drop-down
arrow next to the column name;
then type your search string in the
dialog box.

e You can then apply another filter to
another column.

pg.- 11

E Open Plan Files =

o |

—
?9 Open Plan Files for LP Working Plan

<type here to filter list>

pust (=) DESCRIPTION (=] Llocked By (=]
LP_CC0044 FBOFIN VP Finance
LP_CCO045 FEOFIN Financial Planning and Analysis
LP_CCO04E FBOFIN Controller Office
LP_CCO047 FEOFIN Business Solutions
LP_CCO075 FBOPRO Procurement
e Open Plan Files — - — . PR —

—
?9 Open Plan Files for LP Working Plan 2018

<type here to filter list>

wpustT (=) DESCRIPTION =] tmrtend B (=1 1ot Modified (7]
LP CCO044  FBOFIN VP Finance [ Group By 1/2017 1:07:13 PM
LP_CC0045 FBOFIN Financial Planning a R /2017 1:07:36 PM
LP.CCO046  FBOFIN Controller Office | L0mns 1/2017 1:08:07 PM
LP_CCO047 FBOFIN Business Solutions | Yalue | 1/2017 1:08:30 PM
LP_CCO075 FBOPRO Procurement /2017 1:08:55 PM
LP_CCO0B7  VPGCOU Global Strategy Of. }/2017 1:09:17 PM
1P CCOORE NVPGCOL Yale-MUS Mew Haven 10/4/2017 1:09-47 P
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Labor Planning in YBT

Opening Your Labor Plan (]

1. Click the Labor Planning button on the Axiom ribbon. FILE AXIOM

Labor Financial
Planning = Planning ~

2. Click LP Working Plan. 7=] LP Working Plan

3. Select from the plans available to you.

The Labor Planning Tab

The Labor Planning workbook contains 3 views, Roster, Employee Planning and Allocations, all
of which are described below.

To switch your view, simply go to File Options >> Change View, =
. . : ) 1| Change View = Eﬂﬂﬂdd Rowis) -
once you are in a particular view, the box to the left of the view
option will be in bold to inform you as to which view you are Sheet Views
currently in. This screenshot illustrates “Roster” IC]| | Roster it
as the active view. - " || TEmployes Planning
= Allocations

In addition, you can determine what view you are in by the header information, see Current
View: Allocations.

T T
L DC Do DE D DK DL

Y&lle Un ive rs lt\r Current View: Allocations

LP_HDC Built with All Detail using Labor Commitments (LC2018) and M12 for MYP columns

Employee Planned Range ‘Current Position Data ‘
FTE

Start End Fringe FTE
UPL Employee Name Job Profile Mame Date Date Code Salary Job Category ‘

pg.- 12




Roster View - Within the Roster view there is one row of data per employee for managing
information about employees, including:

e UPI

e Employee Name

e Job Profile Name

e Planned Range: Start and End Dates
e Fringe Code

o FTE%

e FTE salary

Employees listed are grouped by Job Class, with one block for each type of employee:

e Faculty

e Other Academic (example: Post Doctorates)

e Manager & Professional

e Administrative & Technical

e Service Worker

e Other (example: Consultant, Retiree, Student or Temporary/Casual)
e Splits In Employees

e Other Salary Categories (examples: lump sum entries)

When your plan is built at the beginning of the fiscal year, all current employees will be
added automatically; students and casuals (Other and Other Salary Categories) will need
to be added manually. You will need to manually adjust the labor plan throughout the
year, as new employees join your department or as there are changes to existing
employee data or allocations. Other than in the ‘Current Position Data’ columns, no new
information is brought into the plan file after it has been built. No labor actuals are
brought into the file. A labor report must be run in order to see the combination of
actuals for closed months and projections for open months.

T Employee Flanned Range Current Position Data
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Roster View — (partial view)

The Roster view contains one row of data
per person using the default column set
defined below.

m AXIOM  HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW

Hsee - . Freese Panes
L IC]| Change View= | £ Add Rowis) -
Financisl  Labor  Institutional Reports Talsles =

Planning - Planming = Plarning - Shiret Views

= iR B
The following columns and their definitions apply to the Roster View only.
Name Description Source Updates | Comment(s)
UPI University Personal Identifier Workday Daily
Employee Name Employee’s name (Last, First Workday Daily
Job Profile Name Employee’s job title Workday Daily
Plan Start Date Effective date of the planin Workday Daily By default, plansin
YBT YBT have duration
Plan End Date End date of the plan in YBT Workday Daily of 2 years.
Current Position Data
Fringe Code Code for fringe associated Workday Daily Updated daily in YBT
with the job (H, S or P) files.
FTE % Full Time Equivalent Workday Daily Updated daily in YBT
FTE Salary Full Time Equivalent Workday Daily Updated daily in YBT
annual salary (assuming files.
100%)
Job Category Job category code Workday Daily Updated daily in YBT
(examples; Faculty, files.
Postdoctoral Associate,
Professional, Manager,
Technician,
Administrative Support)
Home Cost Center Home Cost Center Workday Daily Updated daily in YBT
files.
Current Year
Employee Salary Employee’s actual salary Workday Daily
based on start date
Allocated Salary Portion of salary charged Workday Daily
to a specific COA
Variance Salary Difference between Workday Daily
employee salary and
allocated salary
Non-Yale Salary Any additional Yale salary Workday Daily
(e.g., VA Hospital)
Total Salary Total of employee and Workday Daily
other salary
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other salary for next
fiscal year

Merit Increase % Percentage of employee’s University One-time
salary increase Parameter

Merit Increase Effective Date Effective date of employee’s University One-time
salary increase Default

Next Year Plan

Employee Salary Employee’s salary for next Workday Daily
fiscal year, including
planned increase

Allocated Salary Portion of salary for next Workday Daily
fiscal year chargedto a
specific COA

Variance Salary Difference between Workday Daily
employee salary and
allocated salary for next
fiscal year

Non-Yale Salary Any additional Yale salary Workday Daily
for next fiscal year

Total Salary Total of employee and Workday Daily

Fringe

Fringe — total columns for CYF
and NYP

Fringe — total columns
for CYF and NYP

Data is displayed over 2
columns (for current
and next year plan)

Burden

Burden — total columns for CYF
and NYP

Burden —total columns
for CYF and NYP

Data is displayed over 2
columns (for current
and next year plan)

YSM Sabbatical **YSM only**

YSM SABB — total columns for
CYF and NYP

YSM Sabbatical — total
columns for CYF and NYP

Data is displayed over 2
columns (for current
and next year plan)

YSM Tack-on **YSM

only**

YSM Tack-On — total columns for
CYF and NYP

YSM Tack-on — total
columns for CYF and NYP

Data is displayed over 2
columns (for current
and next year plan)

% Over Pension Cap
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% Over the Pension Cap

Faculty and M&P with
salaries over a defined
amount

Data is displayed over 2
columns (for current
and next year plan)

9 Over 9 Program for

Faculty

percentage

9 Over 9 Program for Faculty Provides 12 months of User defined |User Data is displayed over 2
salary, allocated over 9 defined |columns (for current
months. and next year plan)

Can add comments for this User defined User defined |Allows up |Users can add

employee to 150 comments for this

characters lemployee
max
Employee Data @ July

Job Category Job category code Workday
(examples; Faculty,

Postdoctoral Associate,
Professional, Manager,
Technician,
Administrative Support)

Fringe Code Code for fringe Workday Daily Updated daily in YBT
associated with the job files.

(H,SorP)
FTE% Full Time Equivalent Workday Daily Updated daily in YBT

files.

Employee Planning view — (partial view)

Provides the same data as the Roster view, in addition to the
columns listed below. Go to File Options >> Change View,
and select Employee Planning.

10| Change Wiew = &= Add Row(s) -

1] Crange View - B Add Rowt9~

Repots
" > GeTor

Tables
- @ pri+

Repotts  Administration File Options

DiL2s - i

© Home

2 [FPwP2018]
oe

[Biwwrans ‘
o

14450702 Zuko, Danny
100 (CC0942 MEDH History Gf Medicine-Al

[ s

Sheet Views
Roster It
.
. IE| | Emplayee Planning m
E 17| | Alocations
05 o B B &= ereh 2;: - Br - Qoonrone @

5 Snapshet

07 E-mail

I Formula Bar
Helo  Close Asiom
V] Headings .

File Output Display Helo Bt

Wn19 S 10000% 79100 Faculty

117 10347785 O s
119 CC0342 MEDHIS History Of Medicine-Al
0

2017

WnD S 10000% 174600 Faculty 171983

FTE Percentage
FIESalary

0000% 100
74600 174

The following columns and their definitions are applicable to the Employee PI
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Column | Name Description Source | Updates | Comment(s)
El-ET | ALLOCATION — Current Year Forecast (CYF) — FYxx (includes: the following 4 rows of data in monthly buckets)
FTE Percentage The percentage that the employee will For each employee,
be working these rows are added
, . in Detailed View by
FTE Salary Employeesannualsalary, adjusted for one column for each
their FTE percentage month of the current
Monthly Salary FTE salary divided by 12, except for fiscal year
Administrative & Technical, and Service
Worker. salaries which are based on
the number of days in the month times
their hourly rate times their FTE
percent.
Fringe Code Salary (S), Hourly (H) or Part Time (P)
EU - FF | ALLOCATION - Next Year Plan (NYP) — FYxx (includes: the following 4 rows of data)

For each employee,
these rows are added

FTE Percentage The percentage that the employee will
be working
FTE Salary Employee’s annual salary, adjusted for

their FTE percentage

in Detailed View by
one column for each
month of the next

Monthly Salary FTE salary divided by 12, except for
Administrative & Technical, and Service
Worker. salaries which are based on
the number of days in the month times
their hourly rate times their FTE

percent.

fiscal year

Fringe Code Salary (S), Hourly (H) or Part Time (P)

Allocations view — (partial view)
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The Allocations View contains the default column set defined

above in the Roster (excluding the Merit Increase % and

Merit Increase Effective Date) and Employee Planning views, plus some
additional columns and rows to allow for more granular control

of your data. Go to File Options >> Change View, and select Allocations.

Use the Allocations view to charge
employees to specific COAs as needed.

On build, employees are listed alphabetically within
their respective job categories, Home Employees first,
followed by Split-In Employees, and Other Salary
Categories. Each section includes the Employee’s UPI,
name and Home Cost Center, as well as the COAs
used to pay for the employee’s salary.

I I[j Allocations

I@ Change View = Eﬂﬂﬂcd Row(s) =

Sheet Views
Roster K

Employee Flanning




The Allocations view includes the same information from the Roster and Employee Planning views, in
addition to the information below.

Name Description
UPI/Split University Personal Identifier/Identifies whether the allocation for the
employee is a home or splits in or out
Employee Name Cost Center Employee Name
Cost Center field for the COA allocation string
Grant Grant field for the COA allocation string
Gift Gift field for the COA allocation string
Yale Designated Yale Designated field for the COA allocation string
Fund Derived Leaf level code for restriction level (is not editable)
Program Program field for the COA allocation string
Project Project field for the COA allocation string
Assignee Assignee field for the COA allocation string (Individual responsible)
Ledger Account Ledger Account s associated with Pay Components
Funding Component Description associated with the Grant, Gift or YD on the COA string
CY FTE Total Current Year Forecast FTE total
CY Salary Total Current Year Forecast salary total
NY FTE Total Next Year Plan FTE total
NY Salary Total Next Year Plan salary total
Allocation - CY Forecast Current Year Forecast percentage allocation (monthly)
Allocation — NY Plan Next Year Plan percentage allocation (monthly)
Salary - CY Forecast Current Year Forecast salary (monthly)
Salary - NY Plan Next Year Plan salary (monthly)
Fringe - CY Forecast Total Current Year Forecast fringe (monthly)
Fringe - NY Plan Total Next Year Plan fringe (monthly)
Burden - CY Forecast Total Current Year Forecast burden (monthly)
Burden - NY Plan Total Next Year Plan burden (monthly)
YSM SABB - CY Forecast Total Current Year Forecast YSM Sabbatical (monthly)
YSM SABB - NY Plan Total Next Year Plan YSM Sabbatical (monthly)
YSM Tack-On - CY Forecast Total Current Year Forecast YSM Tack-on (monthly)
YSM Tack-On - NY Plan Total Next Year Plan YSM Tack-on (monthly)
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Common Processes

Terminating an Employee

Situation: You have an employee who is leaving Yale in January.

1. Terminating an employee is best done in
the Allocations view

2. Select the Planned Range End
Date (column DL) for the e — e
employee being terminated, S
then click the dropdown button

Jun-z02207] 5

to choose the date. It will e Conce —am o vusou ud Pogan ol eugs i
update automatically. Beqular Salary

3. Scroll to the right to see the effect on monthly employee FTE % and Salary. In this
example, you will see that the employee has data in the months before the end date,
but after the end date there is no longer allocated any data.

4. On the Allocation rows, you must also zero out the allocation percentages for the
corresponding months. If you do not, you will have inaccurate FTE % in reporting.

Current Positi

FTE

1234567 Smith, Jane Program Manager Jul-2020)  Jan-2021 s 100.00% 85000  Professional
Change Jab Profile Name Change Job Category
CCO262 ACAHEA Health Affairs 100.00% 100.00%) 0.00% 0.00%
Change Cast Center 85,000 85,000 - -
7,082 7,082
s s
Allocations for 1234567 Smith, Jane
Split Cost Cr Grant Gift Yale Des. _ Fund __ Program Project Assignee _Ldgr. Acc Funding Component
Reqular Salary
Home ccoze2 | - YD0O0OOT ~ FDOT  PGOO4O1 PjocoDOT 72000 Pick LA Unrestricted Operating 100.00% 100.00% 0.00% 0.00%
Add Regular Salary Aflocation Line(s)
Regutar Salary Total 100.00% 100.00% 0.00% 0.00%

Whether an employee is
leaving Yale or just leaving

your department, the above

steps will be the same.
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Salary Increase (%)

Situation: You need to give a Manager or Professional employee a 10% salary increase in December.

1. Go to the Roster or Employee Planning
view in the Labor Planning Workbook.

2. Select the Salary Inc % column cell.
e Type 10.
e Pressthe Tab key.

3. By default, the increase will take
effect on July 1. To change the
effective date, click the drop-down
menu in the Incr. Eff. Dt. column
and select the appropriate month for
the increase to take effect. This will
automatically update for desired
month.

4. To verify this update, change your
view to either the Employee
Planning or Allocations view, scroll
to the right to validate that the
amount after the selected date is
10% higher than the amount before
the selected date.

Merit Increase

Jul-2021

Fringe FTE FTE

Code % Salary|Joh

5 100.00% 77.886  Professional

Current Position Data ALLOCATION - Mext Year Plan (NYFP) - FY22

Merit Increase

10.0%) Jan-2022]=
7/1/2021 A
8/1/2021
9/1/2021
10/1/2021
11/1/2021

33 a3

100.00% 100.00% 100.00%
BR.612 88673 BBET3
8718 7389 7.389




Salary Increase ($)
Situation: Following a recently completed job audit, a Manager or Professional employee in

your department will receive a $5,000 increase in January 2018.

EO

EN

Go to either the Employee Planning or Allocations view in the Labor Planning workbook.
EF 29]

1.

i - Current Year Forecast (CYF) - FY18

December

2. Scroll to the right to access the monthly buckets.

e Highlight the cell in Column EO in the FTE Salary row.

100.00% 100.00% 100.00% 100.00%

81,473 81,473 81,473 81,473

6,789 6,789 6,789 6,789

5 5 5 5
. . . 100.00% 10050 100.00% 100.00%
e Press F2 to edit the formula in this cell. 174,600 | 174500 174,600
14,550 14,550 14,550
S 5 S S

Position the cursor at the end parentheses in the formula. Type +5000, then press Enter

[}
=IF(AND($DK117<=E0$22, $DL117>=E0$22), IF($DK117=E0$22,$D0117, EN120], 0) * IF(AND(SEA117>=E0$22, SEAL17<=E0$23), 14307117, {}+5000) 1

3. Compare the salaries. The value in the cell where the

increase was entered and after will be $5,000 greater.
i - Cu r_renf Year Farecast (CYF) - FY18
FY18 Y18 FY18 8
) March

100.00% 100.00% 100.00% 100.00% 100.00%

81,473 81,473 81,473 81,473 81,473

65,789 65,789 65,789 65,789 65,789

5 5 5 5 5
100.00% 100.00% 100.00% 100.00%
174,600 179,600 179,600 179,600 179,600
17, 567 1 14,967 14,967 14,967
5 5 5 5 5

pg. 21




pg. 22

Plan for an Unpaid Leave of Absence

(LOA) from January 2018 through March 2018.

Situation: A Manager or Professional employee has been granted an unpaid Leave of Absence

1. Go to either the Employee Planning or
Allocations view in the Labor Planning
Workbook.

2. Scroll to the right to access the monthly
buckets; then scroll down to access the

specific employee and appropriate month.

3. Select the FTE Percent cell in January
for this employee.

4. Type 0 over the 100 in the highlighted

column to indicate the employee will be 0%

while on LOA.

N - Current Year Forecast (CYF) - FY18

100.00% | 0.00%: 0.00% G.DEI‘E:! 100.00%
60,555 65,555 65,555 65,555 65,555

5046 - - - 5463
5 5 5 5 5

100.C
655
5.4

5

5. Next, go to April to change the FTE to 100% to indicate the end of the employee’s LOA.
Again, the value entered is propagated through the remainder of the cells.

6. To verify this transaction, make sure that the columns from January to March are 0 (during
employee’s LOA), and the columns from April onward are 100 (return from LOA).
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Add a New “To Be Named” (TBN) Position

Situation: You have an approved open Manager or Professional position and would like to plan for
it. The position, a Manager, will be filled in July 2017 and the annual salary will be $52,000.

1. Onthe Axiom ribbon, select Add Row(s) >> Yale University

2. Choose the Job Category name:

4.

Employees >> Add Employee — Manager &
Professional OR double click on the <<Add
Employee to Manager and Professional section>>

Add Employee to Manager & Professional section

TOTAL FOR MANAGER & PROFESSIONAL

Note: The new employee record displays with “To
Be Named” in the Employee Name field. If the

new employee is a current Yale employee, choose AR | Fj’*"“" e
them from the UPI pick list in the Calc Method IEIESREIESIR, Ermploye=s actiors on shect LaborPlanning L
. L] Add Employee - Administrative & Technical
variables box. [ AuEnporee- Rty L

[*) | Add Employes - Manager & Professional
Jl D) [7) | Add Employee - Other s

\_'] Add Employee - Other Academic

[) | Add Empioyee - Service Worker

[*) | Add Employee - Splits In Employees
] [®) | Add Lump Sum Salary Allocation

. . . | A | Choose Value
click the Job Category pick list |  Bisting Employee (blank for TBN) (optional)

Ch alue for UP Choose Value... [ H Choose a value for JobCategory.

Se IeCt Ma nager Home CostCenter (leave blank to derive based on UPI) (opti
En - -

<type here to filter values>
. _Choose Value... .
Click OK. [

JobCategory (leave blank to derive based on UPI) (optional) JobCategory E‘ Description E‘

Choose e fo Choose \.-'alue...[ Manager Manager
Job Profile Name {leave blank to derive based on UPI) (opti{ | Po'ic Palice
Eh . value for PositionName Choose Value.. [ Professional Professional

oK Cance oK

Select the Planned Start Date from the pull-down menu.
Confirm that the fringe code and FTE % are populated and correct (or enter information).
Tab to the FTE Salary Column. Type the annual salary and press Enter.

Double click <<change job category>> to select the appropriate value for the position added.

DG DH Dl [o]] [k DL O DN Do [P

pl_DC Do DE DF

EL

(ale University

1841345001 To Be Mamed Manager Jul-2017 Jun-201%|

3

|_Fraca 1=]io000% 52,000 Manager
1] h ok

.......................... g =dacnry

5 6

CC0942 MEDHIS History Of Medicine-All

Invatid Fringe Code selected.




Note: To add the Allocation row, you must be in the Allocations view.

7. Double click on << Add New Pay Component >>.

The Insert Calc Method(s) in Sheet Allocations
dialog window appears.

1641345001 To Be Named Manager PIFCTRTET I O
CC0842 MEDHIS History Of Medicine-All
Change Cost Center

Allocati

for 1841345001 To Be Named
& Gent

Split Grant Gitt YaleDes. Fund  Program __ Project  Assignee Ldgr Acc

Add Pay Companent

Add Employee to Manager & Professional section

8. Select Regular from the list . DDﬂ [=A1s5 () nset Ca Methods) nsheet LoborPanning
and click OK. Available Calc Methods:  Details:
u s ExtraComp Monthly = | Name Regular
The Calc Method Variables : ) = oo Goup  payComponent
dialog window appears. ' Zw E
escription

1841345001 | To Ba Mamed al

€C0942 MEDHIS Histary Of Medicine-All

Chay

Allocations for 1841345001 To Be Named
split Cast Cir Grant Gift -

Number of items to insert (max of 1)|

9. Click the Choose Value... button. (6 Calc Method Variabl l

The Calc Methods Variables dialog PayComponent

i Choose a value for PayComponent Ch olliae
window appears.

Enter a value for ‘PayComponent’

Cancel

€} Choose Value

10. Select Regular Salary; click OK.

H Cheose a value for PayCompenent, |
. . ,
A reg;lar salary block displays in the employee’s b e
record. o

cademic Pay)

TN

Showing 4 values il
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11. Double-click the << Add Regular Salary
Allocation Line(s)>> link.

A box will appear to specify how many
allocation lines you would like to add. Enter
the number and click OK.

The Calc Method Variables box appears.
Select your COA information or click OK to
enter the information manually (see Note below).

Yale Univers

1841345001 | ToBe Named Manager Jul-201]

History Of Medicine -All

Aliocations for 1841345001 To Be Named
Split Cast Ctr Grant Gift YaleDes.  Fund  Program Praject

Regular Salary.

< ‘Add Regular Salary Allocation Line(s) ;

Add Pay Component

Add Employee to Manager & Professional section

Enter the number of items to insert.

1

.
£) Calc Method Variables ==

CostCenter (optional)

Choose a value for CostCenter. Choose Value...

l Grant (optional) I

Choose a value for Grant
Gift (optional)

Choose a value for Gift.
YaleDesignated (optional)

Choose a value for YaleDesignated.
Program (opticnal)

Choose a value for Program
Project (cpticnal)

Choose a value for Project.
Assignee (optional)

Choose a value for Assignee.

LedgerAccount (optional)

Choose a value for LedgerAccount. Choose Value... ||
) oo
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Note: You can also choose to click ok and a row will be added for manual input. This option will
automatically generate the PCLA! Error until values are entered into the COA segments.

Split Cost Cir Grant Gift Yale Des Fund Program Praject Assignes Legr Acc

Regular Salary
PCLA! COJ Chaose CC _ _ _ _ Error _ _ _ 0 Pick LA
Add Reguilor Salary Allecation Linefs)
Enter the Cost Center, Funding Component (Grant, Gift or Yale Designated), Program,
Project, Assignee (if applicable) and Ledger Account information. To pick the Ledger Account

from a list, use the Pick LA pick list link).

IMPORTANT REMINDER:
No cell in the COA segment can be null or empty. An “underscore” needs to be present in
any COA segment cell that does not contain a specified value.

Current Pos)

FTE

Employee

Manager Jul-2017 Jun-201% 5| 100.00% 52,000 | Manager

1841345001 To Be Namad
Change Job Category

CC0842 MEDHIS History OF Medicine-All

Change C

Allocations for 1841345001 To Be Named

Split Cost Cir Grant Gift Yale Des.  Fund Frogram Praject Assignee  Ldgr. Acc. Program Mission
Regular Salary

Home ccosaz (| IGeopasos (L Yeozz |Panoies PI000001 O 72000 riz 2 Dinsti inistration and Other Su
Add Reguiar acation Linefs)

Reaular Salary Total

Note: FUND is derived based on the Funding Component (Grant, Gift or Yale Designated). Itis
important to know the order of the entries will be important to derive the correct fund value.
“Grant” should always be added first if it is included in the COA string you are entering.

Note: The “Home” and Splits-Out/In are determined by the Cost Center value entered for the
allocation row.

12. Scroll right to the ALLOCATION Current Year Forecast (CYF)
—FY2018 cells and allocate the TBN at 100% beginning July
2017 (the start date for this example).

e 100.00% 100.00% 100.00% 100.00% 100.00% 1K
52,000 52,000 52,000 52,000 52,000 5

4333 4333 4333 4333 4333
e s s s s s s

Know the different types of COAs available:

® COA Home:
Your department or planning unit’s COA

100.00% 100,00% 100.00% 100,00% 100.00%

100.00% 100.00% 100.00% 100.00% 100.00% 1K

® COA-SplitIn:
Another department or planning unit’s employee;
your COA

® COA - Split Out:
Your employee; another department or planning
unit’s COA




Add a C&T “To Be Named” (TBN) Position with Split Charging

Situation: You are filling a TBN Administrative & Technical position (Administrative Assistant) with

split charging to two Home COAs and two split out COAs allocated at 25% each.

]
. . EE“MG Rowi(s) ||=|:|5r:apshot ¥ | Formula Bar
1. On the AX|0m r|bb0n, SEIECt (El: Insert Calc Method(s). 0 E-mai ¥ | Headings Hevp

Add Row(s) >> Employees >> Add Employee — | custom mnserts
Administrative & Technical. |||_| Employees * Employees actions on sheet LaborPlanning

U' Add Employee - Administrative & Technical
ion") U' Add Employee - Faculty

The new employee record displays with - - Sy ] Acd Employee - Manager & Professional

. " Add Employee - Other
”TO Be Named” In the Employee Name ||j Add Employee - Other Academic
field. If the new employee is a current m [F] Add Empioyee - Service Worker
Yale employee, choose them from the [ Add Empioyee - Spits n Empioyees
UP| p|ck ||St U Add Lump Sum Salary Allocation

[€) Choose Value =

2. Choose the Job Category name:

H Choose a value for JobCategory.

e Select Administrative Support

<type here to filter values> @ Includes -
. Administrative Suppart (Administrative Support
e Click OK. Folice
Security

Technician

Showing 4 values

t:} Calc Method Variable: " )

Bxisting Employee (blank for TBN) [optional)

Home CostCenter (leave blank to derive based on UPI) (option:

Choose a value for CostCenter. Choose Value... @

JobCategory (leave blank to derive based on UPI) (optional)

Administrative Support Choose Value.. @
Cancel

3. Select the Planned Start Date from the pull-down menu (in this case, July 2017).

4. Confirm that the fringe code and FTE % are correct or select/enter the information.

Tab to FTE Salary column. Type the annual salary and press Enter.

1841345002 o Administrative Support Jul-20017 wn-2018)  H 100.00%

€094, 1S History Of Medicine -All
Change Cost Center
—
Allocations for 1841345002 To Be Named
Split CostCtr  Grant Gitt Yale Des.  Fund  Program Praject Assignes _Ldgr. Acc. Program Missior
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To add the Allocation row, you must be in the Allocations view.

5. Double click on << Add Pay

Component >>.

The Insert Calc Method(s) in Sheet
Labor Planning dialog window
appears.

6. Select Regular from the list and click OK.

The Calc Method Variables dialog window
appears.

7. Click the Choose Value... button.

The Choose Value dialog window
appears.

8. Select Time Entry Wages; click OK.

[€) Insert Calc Method(s) in sheet LaborPlanning 7 ]|
- e = - B — .
Available Cale Methods: Details:

ExtraComp Monthly = | Name Regular

ExtraComp Total

OtherSalary Group PayComponent
Rows 5
Description

v Number of items to insert (max of 1): 1

PayComponent
Choose a value for PayComponent

Choose Value...

Enter a value for ‘PayComponent’

a‘ Choose Value | J

[H] Choose a value for PayComponent.

<type here to filter values>

ry Academic Pay)

oW

1 (Re

2 '?e ar aa";']
3 (Time Entry Wage)
4 (Post Doc Fellowships)

Showing 4 values

ok || Ccancel

A Time Entry Wage block displays in the employee’s record.




pg. 29

9. Double-click the << Add Time Entry Wage Allocation Line(s)>> link.

The Insert Calc Method(s) in sheet Allocations window displays.

Built with All Detail using Labor Commitments

1841345002 To Be Mamed Administrative Support Jul-2017 Jun-2019 H 100.00%
L0942 MEDHIS Histary Of Medicine-all

Change Cost Center

—

Alfocations for 1841345002 To Be Named

split Cast Cir Grant Gift Yale Des.  Fund _ Program Project Assignee _Ldgr. Ace.

Program Mission

50,000 Administrative Suppart

Change Job Categary

Time Entry Wage

Add Time Entry Wage Allocation Line(s)

Add Pay Component

Time Entry Wage Total|

10. A box will appear to specify how many
allocation lines you would like to add

Enter the number of items to insert.

e Enter ‘2’ in the Number of items to ]
insert (max of 10) field

e Click OK. Sl

I[ Cancel l

©) Calc Method Variables

[

11. The Calc Method Variables box appears. Select
the COA information for the allocations.

CostCenter (optional)

Choose a value for CostCenter.

Grant (optional)

Choose a value for Grant.
Gift (optional)
Choose a value for Gift.

YaleDesignated (optional)

Choose a value for YaleDes

Program (optional)

Choose a value for Program.

Project (opticnal)

Choose a value for P

Assignee (opticnal)

Choose a value for A

LedgerAccount (optional)

Choose a value for LedgerAccount.

|

Gmmevan) X |




Note: The COA values that you choose will create a second block with the same (or duplicate) information that
the user will need to update.

D! PCLI Split Cut el [ - YDO00002 FD30  |PGOOCOZ PJODD126 - 0 PicklA  Education
D! PCLI Split Cut CCoanT | . ¥YDO00002 FDI0  |PGOO0OZ2 PJODD126 . 0 Pick LA Education
I Add Time Entry Woge Allocotion )

Note: You can also choose to click ok and the row(s) will be added for manual input. This option will
automatically generate the PCLA! Error until values are entered into the COA segments. Notice that two COA
lines are added to the employee record.

PCLI Choaose CC Error 0] PicklA

PCLI Choase CC Error 0| Pickla

Add Time Entry Wage Allocation Lines)

Enter the Cost Center, Funding Component (Grant, Gift or Yale Designated), Program, Project, Assignee (if
applicable) and Ledger Account information. To pick the Ledger Account from a list, use the Pick LA pick list
link). The Fund will automatically be populated based on the Funding Component entered.

1D [15] DE OF Dz DH []] D] OF DL (51 DN

[i]] CF

1841345002 To Be Nai

Administrative Support - 100.00% 50,000 | Administrative Sug

Allocations for 1841345002 To Be Named

Split Caost Ctr Grant Gift Y¥ale Des. Fund Program Project Assignee Ldgr. Acc. Program Mission
Time Entry Wane
Home CCo942 FDI0  |PGOODOL PI000126 72001 Education
Split Cut CCooo7 FDi0 PGEOO0DZ PJOD0001 72001 Education
Home CCo942 FD30 | PGOODOZ PI000126 S 72001 Education
Eplit Cut CCooo7 T FDi0 PGEOO0OL PJOD0001 72001 Education
Add Tirme Entry Woge
Time Entry Wage|
IMPORTANT REMINDER:

No cell in the COA segment can be null or empty. An “underscore” needs to be present in any COA segment
cell that does not contain a specified value. If one or more required segments are missing, the COA! Indicator
will appear next to the allocation row.

12. Scroll right to the July 2017 cells and allocate each line appropriately.

1841345002 | Te Ba Named Administrative Support Jul2017]  wn2018  H 100.00% 50000 | Administrative Support
CLD542 MEDHIS History Of Medicine-All el 10000%  100.00%
Change Cast Center 50,000 50,000
4,167 4,167
e H H
Alfacations for 1841345002 To Be Named
Split Cost Ct Grant Gift Yale Des.  Fund _ Program Praject Assignee _Ldgr. Acc Pragram Missior
Jime kntoy Wone
Hame ooz N YDDOOOOZ  FD30  PGODO1  PIOOOLZ6 | 72001 ¢L4  Education 25.00% 25.00%
Split Qut cooan? | N YDDOOOOZ  FD30  PGOOD0Z  FIOOOODL | 72001 4 Education 25.00% 25.00%
Hame ooz N YDDOODOZ  FD30  PGODO2  FIOOOL2E | 72001 4 Education 25.00% 250051
Split Cut cooan? | N YDDOOOOZ  |FD30  PGOODO1  FIOODODL | 72001 4 Education 25.00% 25.00%.
Add Time Entry Wage Altocation Line(s)
Time Entry Wage Total| 100.00% 100.00%
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Lump Sum Planning for Other Salary Categories

next year. These steps also apply when lump sum planning.

Situation: Casuals In this example, you plan to spend $20,000 for casuals from July through June of

Other Salary Categories

Cost Ctr Grant Gitt fale Des. Fund Program Project Assignes Ldgr. Acc. Ledger Account Description
Add New Lump Sum Other Salary Allocation
TOTAL FOR OTHER SALARY CATEGORIES
- . . H S & Filta N
1. Go to the Allocations view in the Labor Planning R G oocrner | Epsoapsnor | B Fomutaser |
. &= Inse ¢ Method(s)... W5 E-mai ¥| Headings -
tab and select Other Salary Categories. O’m:m[::;m e ) _E . ; ._.g s
|||_| Employees 13 ployees actions on sheet LaborPIanmng
[ GO TO >> Employees >> Add Lump Sum Add Employee - Administrative & Technical
Allocation”) Add Employee - Faculty
Dl DJ Add Employee - Manager & Professicnal

e Salary Allocation

Add Employee -

Em
B
B
B
B
1 )
| B
i B
5]

Add Employee -
Add Emplayee -
Add Employee -

Add Lump Sum Salary Allacation

Other
Other Academic
Service Worker

Splits In Employees

2. Enter the COA information in the appropriate row.

3. Enter the lump sum amount (20,000) in the appropriate fiscal period:
e CYSalary
e NY Salary

Other Salary Categories

CostCtr _ Grant Gift YaleDes. Fund __ Program Praject Assignes __Ldgr. Acc Ledger Account Description

CY FTE C¥ Salary

Lump Sum cCoool YDOOODOL FDO1  PGOOCO4 FJ00000L

Add New Lump Sum Other Sa rr)ﬁmﬂmm

72006 Fick L4 Casual/Temp Employee Wages

20,000 200002

4. Enter 100% in the columns representing the months the casuals will work.

Yale University
\ Boit ith Al Detal sing Labor Commit

Employee Planned Range

Other Salary Categaries

Yale Des
YD00DOO1

Fund 10
FDO1 | PGODOD4

PI00000L

Lump Sum | €CL

C K 100.00%
Add New Lump Sum Other Salary Allocation

TOTAL FOR OTHER SALARY CATEGORIES

10000%  100.00%  100.00%

5. Scroll across columns displaying salary dollars by month (Current Year Forecast (CYF))

to see the entire planned monthly salary.

Built with All Detail using Labor Commi

Employee Planned Range

Employee Name

UL Job Profile Mame: Date| Date| Code % Salary|Job Categery

Gther Salary Categories

Cost Cts Grant Gift
Lump Sum ccooon | R
Add New Lump Sum Other Salary Allocation

Yale Des
¥DOODDOL

Fund___ Program Project ___ Assignee
FDOL |PGOODDZ | PJOOOOOL

Ledger Account Description
LA Casual/Temp Employee Wages

dar. Acc
72006 Pick

TOTAL FOR OTHER SALARY CATEGORIES
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Promotion from Administrative & Technical employee to Manager & Professional

position in your department, and you would like to plan for it.

Situation: An Administrative & Technical employee has accepted a new Manager & Professional

1. Go to the Roster view on the Labor Planning Tab. Scroll down to locate the employee being

promoted.

2. Select the Planned End Date field. Click the down arrow and indicate the last month the

employee will be an Administrative & Technical employee.

Ml DC DD DE DF DG DH Ol Ol DK DL

DM

DN DO

Salary|Job Category

DP DQ

;;2 10127347 Dedegoria, ChaCha Administrative Assistant H 100.00% 52,790  Administrative Support | CC0942
211 Add Employee to Administrative & Technical section
212
2130 TOTAL FOR ADMINISTRATIVE & TECHNICAL 52,790
214
3. Onthe Axiom ribbon, select Add Row(s) >> Et— i R
Employees >> Add Employee — Manager & Custom Insers | U emat | 1#] Headings
. . ’]=D Employees *» Employees actions on sheet LaborPlanning
Professional OR double click on the <<Add - [F) [acd Empioyee - Administratve & Technica
. [) | Acd Employee - Facuity
Employee to Manager and Professional [F) |ace Emplcyee - Manager & Protesional
| o] [] |Add Empioyee - Gther (=]

section>>

[ | Add Empiayee -
" Add Employee -
B

] [] |add Employee -

Other Academic
Service Worker

Splits In Employees

[2] |Add Lump Sum Salary Aliocation

4. Select the employee who is being promoted to the Manager & Professional position.

5. Enter the Job Profile name to identify the new Manager & Professional position.

oL DC ) D¢ DF oG

6. To indicate when the employee will
start the M&P role, click the down
arrow in the Plan Start Date field
and select the month and year of the
promotion. =

DH

DI ] DK

7. Change the Fringe Code, and Salary:  [orom: ros mansens rrorssonas
e TypeSin FTE % column

3

e Typethe Annual Salary inthe [~ e s

Sep 2071 ~] Jun-2018 S 100.00% 75,000

10318665 hardoch, Kenickie feor 1, History of Mel___Jul-2017
15| 10127347 Dedegoris, ChaChs Manager
09| Add Employee to Manager & Professional section

W acministrative & Technical

| 2017

224} Add Emplayee to Administrative & Technical section
FTE Salary column

Jun-2018| S 100.00% 60,555

135555

Aug-2017. H 100.00% 52790
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8. To add the new Pay Component (regular salary) to the employee’s record, go to the
Allocations view.

9. Double click on << Add Pay Component >>.

The Calc Method Variables dialog window appears.

Spid Cost Cir Grant Gt Fade Des. Fund Program Project Assignee  Ldgr. Acc Program Missson

Add Poy Comporment

PayComponent
Choose a value for PayComponent Choose Value...

Enter a value for ‘PayComponent’

10. Click on the Choose Value button and select Regular Salary
from the list and click OK. € Choose Value

H] Choose a value for PayComponent, I

<type here to filter values>

1 (Regular Salary Academic Pay) |

2 (Regular Salary)
3 (Time Entry Wage)
4 (Post Doc Fellowships)

I Showing 4 values I

PayComponent

2 Choose Value...

ok || cancel |
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11. Click <<Add Regular Salary Allocation
Line(s)>> to add the COA block.

NOTE: To split charges across more
than one COA, indicate the number
of COAs which will be used in
“Number of items to insert” box.

12. The Calc Method Variables box appears. Select the COA

information for the allocations.

Note: You can also choose to click ok without

choosing values and the row(s) will be added for

manual input. This option will automatically
generate the PCLA! Error until values are
entered into the COA segments

===

€ Calc Method Variables

CostCenter (opticnal)

\

I: LedgerAccount (optional) "

I
) |

Choose a value for CostCenter.

I Grant (optional)

Choose a value for Grant.

Gift (optional)

Choose a value for Gift.

YaleDesignated (optional)

Choose a value for YaleDesignated.

Program (optional)

Choose a value for Program.

Project (opticnal)

Choose a value for Project.

Assignee (opticnal)

Choose a value for Assignee.

Choose a value for LedgerAccount.

If the COA you want to use is located
elsewhere in the file, use Copy and Paste
(Special/Values) to copy and paste.

NOTE: This is a 2-step process as fund is
derived and cannot be copied. Be careful
when copying COA values down as the values
increase by one digit.

13. Scroll to the right to end the allocations to the old COA (Administrative & Technical) for Dec.
2017 and allocate the charges to the new COA (Manager & Professional) in Jan of 2018.

e Change ‘100’ to ‘0’ and 0’ to ‘100’ for the relevant months.

14. Scroll across the Columns to verify that the allocations and salary are correct from the

current year’s plan to the next.

Planned Range

End Fringe  FIE
Date | Code -

10127347 | Dedegoria. ChaCha Manager

C Jon2018), Jun2018] 5| 10000%

CC0942 MEDHIS History Of Medicine-All
Change Cost Center

Alfocations for 10127347 Dedegoria, ChaCha

75000 Mana

o
Change Jab Categary
000%  000%  000%

000%  0.00% /100.00% Y 100.00%
- > 75,000 | 75,000
. - 6250 J 6250

s Js

Administrative & Technical

10127347
CC0342 MEDHIS History Of Medicine-All

Dedegoria, ChaCha

2017 Dec20177) H | 10000%

Aliocations for 10127347 Dedegoria, ChaCha

St CostCtr  Grant Gift  ValeDes. Fund Program  Project  Assignes Ldgr.Acc

Program Mission

Split__ CostCtr _Grant Gift _ ValeDes. Fund _Program _ Project  Assignee Ldgr. Acc Program Mission
Reqular Salary
Home ccosar | GEOD4905 | D23 [PGO0220  PI02B1E | 72000| Pick A Education oovs oovk| oow  oeow  oov(] mn.nn%)_ 100.00%

‘Add Reguiar Salary Allocation Line(s)
Regular Satary Total 000%  000%  000% _ 000% _ 0.00%  100.00% _10000%
‘4dd Pay Component
Add Employee to Manager & Professional section
TOTAL FOR MANAGER & PROFESSIONAL 135,555

52790 Administrative Supp)

10000% 10000%  10000%  10000%  100.00% / 0.00%Y  000%
5279 S279% 52790 52790 52790 - -
4,39 4,399 4399 4399 4,399 Y
H H H H H

Time Entry Wage
Home ccosaz GED04905 _ FD23 PGOO220  PIOZSBIE 72001
‘Add Time Entry Wage Allocation tinefs)

Educ

ation

10000%  10000%|  100.00%

100,00 0.00%),  000%

100.00% ___0.00% ___000%

10000%

Time Entrv Wage Total | 10000% __10000% __10000% __100.005%




What is a Split?
If the employee’s salary is split over multiple COAs, all COAs will be listed here, along with monthly
allocations for each COA. You’ll also find links to add a new allocation and add a new Pay Component.

Split Out
A Split Out is your employee, but another department’s COA. Split out employees are listed in the
section appropriate for their job category (Faculty, Other Academic, M&P, A&T, SW, etc.).

Like all employees, split-out employees have a record in the Allocations view of the labor plan. At least
one of their allocations will be labeled “Split Out”. Split out information is not shown in YBT reports but
entering Split Out information into the Labor Plan allows you to see that 100% of an employee’s salary is
allocated. Split Out allocations may be submitted to Workday using Make It So.

The Split-out indicator is derived based on the (outside) Cost Center selected in the COA string.

To split out an existing Faculty employee:
1. Locate the employee’s record in the Allocations view of the Labor Plan.

2. Double-click the << Add Regular Salary Academic Pay Allocation Lines >> link in the

employee's record. IC_DC DD DE DF DG DH DI D) DK DL

Yale University
3. Enter the COA. LP_HDC DH Medicine

Job Profile Name

14450702 Zuko, Danny Assistant Professor Jul-2017 Jun-2019 s
CC0942 MEDHIS History Of Medicine-All

Allocations for 14450702 Zuko, Danny
Split Cost Ctr Grant Gift Yale Des, Fund Program Project Assignee  Ldgr, Acc,

Reqular Salary Academic Pay

Home CCo94z GED04905 FD23 PGO0220 FI029513 71001

" Split OF “ccoooly, GEDO4905 FD23 | PGO0220 PJO29518 L .I 71001
< eguitr Salary Academic Pay All 7 Linefs)

Current Year - FY18 Next Year - FY19

Fringe Employee  Allocated Employee  Allocated
Code % Salary Salary Salary Salary

14450702 Zuko, Danny Assistant Professor | Jul2017 un2019 5 100.00% 79,100 Faculty 75,100 79,100 81,473 81,473
€C0942 MEDHIS History Of Medicine-All FTE Percentage 10000%  10000%  100.00%  100.00%  100.00%
FTE Salary 79,100 79,100 79,100 79,100 79,100
Monthly Salary 6,592 6,592 6,592 6,592 6,592
Fringe Code s s s s B

Aliocations for 14450702 Zuko, Danny
Spiit CostCtr  Grant Gift VYale Des. Fund _ Program _ Project  Assignee Ldgr. Acc. Program Mission CVFTE ¥ salary Y FTE Y Salary

1.00 81,473 10000%  10000% 100.007 50.00%) 50.00%
- - 0.00% 0.00% 0.009 50.00%, 50.00%

1.00 51,473 10000%  10000%  100.00%  10000%  100.00%

Reqular Salary Academic Pay

Home ccogaz GE004905  _ FD23 PGO0220  PI029B18  _ 71001 Education 7~ 067
Split Out [« FD23 PGO0220  PI029B18 71001 FickL4  Education 4 033

Reguiar Salary Academic Pay Total 1,00

Add Pay G
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SplitIn

A Split In is another department’s employee, who is allocated to your COA. Split-in employees are
listed at the bottom of the labor planning tab. Split In information will show in YBT reports. Most Split
In allocation percentages will not equal 100 % as you are only entering the percentage of salary that
your department is responsible for.

To add a new split-in employee, use the << Add Employee to Splits In Employee section>> link at the
end of the Split In section at the bottom of the labor planning tab.

_IC_DC

Yale University
MEDHI! Medicine

Employee Name Job Profile Name

k] TOTAL FOR OTHER

Splits In Employees

Add Employee to Splits In Employees seciiy

F1] TOTAL FOR SPLITS IN EMPLOYEES

1. Enter the Employee information
2. Add an Allocation row
3. Enter the COA

4. Allocate the appropriate % across the COA rows

Split Cost Ctr Grant Gift Yale Des.  Fund Program Project Assignee  Ldgr. Acc. Program Mission
Reqular Salary
5plit In CCog4z _ ¥DO0O0O1  FDO1 PGO00363  PJOOOOL L T2000 Pick LA
Add Regular Salary Al
Regular Salary Total
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A

Financial Planning in YBT

How the FP Working Plan is Built

Opening Your Financial Plan

The FP Working Plan

pg. 37

In August of every year, the FP Working Plans are built. The Current Year Forecast in every
plan file is seeded from the Next Year Plan data that was in the previous year’s file (LYNYP).
Exceptions to this are: Central Load data which is loaded from Budget; Labor data which is
coming from the current year Labor Plans; Assessment data which is calculated based on
the Current Year Forecast Revenue data for certain Ledger Accounts, and Beginning Balance
data which comes from the Actuals.

1. Click the Financial Planning button on the Axiom ribbon.
2. Click FP Working Plan. %%
3. Select from the plans available to you. Labor

.il!’ AXIOM

Financial
Planning = Planning ~

The FP Working Plan displays information about any COAs in your department which has
activity during the year.

Rows on the FP Working Plan

COAs are displayed in blocks, below. Each block displays information for one COA in the following rows:

e Beginning Balance

e Revenue

e Revenue Assessments

e Labor Expense (from Labor Plans)

d Non-La bor Expense I .E?r,lt.tent.er G‘ra‘n‘l .c.!n ;’alelDesu(.;r.\é!er. P‘r(‘]m?n‘l. I.Djln.;elrl F.Ejmd
CCoaz YDOOO00Z  PGOODOT PI0O0O0T FD30
d TranSfe rs MECHIS Higtony Geneal Education = Genersl Fioject GA Fund
. OF Machcine-Al Appropriations Dloctoral
e Ending Balance Proceam 1]

Beginning Balance

Revenues

Totsl Revenues
Revenue Assessments

Add Revenue Assessments occount

Total Revenue Assessments

Labor

Total Labor

wsfers

Ending Balance
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Columns on the FP Working Plan

The FP Working Plan displays the columns as defined below:

closed months in current
fiscal year

Name Description Source Updates Comment(s)
Ledger Code for the Ledger Account| Workday
Account/Description
LY Actuals Total actuals from last Workday
fiscal year
CYTD Actuals Total of all actuals for Workday [Monthly

CY Budget

Total Current year budget

CY Forecast (total)

Total Current Year
Forecast

(actuals plus projections)

Variance CYF vs.

Difference between

(closed months are
actuals; open months are
projections).

CYB current year forecast
and current year
budget

CY Forecast (monthly)| Monthly projections for After amonth-end
current year forecast process, projections

are replaced with
actuals.

CYF Comments

Remarks related to current
year forecast

Comments are saved
to the database.

Department Plan

CY Dept Plan Total Current year Data entry is optional
Department Plan
NY Dept Plan Total Next Year Data entry is optional

NY Plan (total)

Total Next Year Plan

NY Plan/Budget
(monthly)

Monthly projections for
Next Year Plan/Budget
for the next fiscal year

NYP Comments

Remarks related to Next
Year Plan/Budget for the
next fiscal year

Comments are saved to
the database




Total Input vs. Monthly Input

A Calc Method (CM) is a row that has been saved back to a central location for re-use. The
Calc Method can contain formatting, formulas and values, and needs to be adaptable for use

in any relevant plan.

By default, Financial Planning Workbooks are built in the total input method.
e Enter a total yearly amount in one column (blue cell)
e The total amount spread evenly across unclosed months

NOTE: In the total input method, monthly amounts are:
e Not directly editable
e Automatically adjusted when actuals hit
(the unclosed months are adjusted such that the Total Amount remains
unchanged)

Any row can be changed to Monthly Input; this could be useful with large one-time purchases.
e Enter amounts in specific month(s) they are expected
e Monthly amounts, including any actuals, are summed and displayed in the Total
column
e Total Column is not editable

D N oo

Yale University Detailed Planning
3 $
[ Doubleiccto aaamioet

YBT refers to the input method (total or monthly) as the Calc Method.

Available Calc Methods include:
1.) Default Monthly
2.) Default Total
3.) Detail Monthly (this option allows the users to enter specific notes that roll-up to the
Ledger Account row).
4.) Detail Total (this option allows the users to enter specific notes that roll-up to the
Ledger Account row).
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To Change the Calc Method of a row:
Method 1 -

Right click on the Ledger Account you want to change. E——

Select Calc Methods >> Change Calc Method >>

Method 2 -
Click on the Ledger Account you want to change.
On the Toolbar in the File Options section, click
Add Rows>> Change Calc Method >>.

10

~ =@

Blaz| & Cut

4 2

3 Co
24 = L&/ Bals - not individual travel)
1057 [E  Paste

21018 Paste Special...
81023
81025 Insert Cells...
81027 pense
81024 Delete Cells...
81047 Clear Contents
81043
81047 Find and Replace... 3
0002
Add E Hyperlink...
Tatal Range Explorer
Trans] Workbook Explorer
Add ) Axiom Wizards l
Total Calc Methods [ change Calc Method...

RﬂRe‘fre;h - Freeze Panes q:DpPrint - ﬁ Show Home i
E‘“Md Rowls) = "% Quick Filter ||=|:| Snapshot || Formula Bar

‘% Change Calc Method... 07 E-rril | Headings
Custom Inserts i Disnlay

r]ﬁ Insert Planning Block Change Calc Method

Replace the current selection with a new
Calc Method.

DR DS E.a Axiom Software

Current Period: 5 Tell me more

After choosing Change Calc Method using either method,

Select the desired Calc Method; click OK.

Click Yes to confirm your decision.
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Available Calc Methods:  Details:

Default Monthly  [ENIENLS Default Monthly
Default Total
Detail Monthly Group. Default Expense

Detail Total

Rows 1

Description provides 24 editable months for planning, which lock as the
fiscal year move forward

Wamning [ |

. Areyou sure you want to replace the 1 row calc method 'Default Total
£ IB with the 1 row calc method ‘Default Manthly' from the Calc Method
Library?




Common Processes
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Add a New Row/Ledger Account
1. Double-click on the appropriate link:

<<Add Revenue Account>>
<<Add Expenses Account>>

<<Add Transfers Account>>

2. A dialog box showing the available
Calc Methods displays.

e Select the appropriate
Calc Method.

e Click OK.

3. Inthe Calc Method Variables
window, select a Ledger Account
by clicking the Choose Value...
button.

4. A dialog box showing the available Ledger
Account displays.

e Choose the Ledger Account type
and click OK (you can also type in the
box at the top to select a Ledger
Account).

e Confirm your choice by clicking OK
again.

Yale University

i O § RS NS Hinbory of Mk imer

. - Cavgrairs  Fogrem fa—
frese vomeoont  Puseons ¥ o
Mz i Edosin  Comeuame am
e A i e w2 -
-y
B s
[ —

€9 Insert Calc Method(s) in sheet FP_Detail

Available Calc Methods:  Detail:

Revenue Monthly | Name
Revenue Tota!

Revenue Monthl
Total Revenues v

Group Default Revenue

Revenue Assessments

Rows. 6

Description Used by Revenue LedgerAccounts (similar to Default
Monthiy). Assists in the assessment calculation

| Number of items to insert (max of 1): 1

Revenues €) Calc Method Variables =

‘Add Revenues account

i

LedgerAccount

Choose a value for LedgerAccount.

Total Revenues
Revenue Assessments

Ad

Choose Value..

i€ Assesem Enter a value for ‘LedgerAccount’

Total Revenus Assessments

Cancel

Labor

£} Choose Value

H Choose a value for LedgerAccount.

Beginning Balance <type here to filter values>

Revenues 40000 (Tuition)

40001 (Tuition Allocation) B
40002 (Tuition Revenue - GSAS PhD)

Add Revenues account

Total Revenues
Revenue Assessments

Add Revenue Assessments account
Total Revenue Assessments

Labor

Total Labor

'remiums Income) -

Showing 105 values

Totat Eqpenses

5. Repeat the same process as it applies to the appropriate sections.




Seeding
Seeding is a method of pre-populating numbers into the CY Forecast or NY Plan structures based
on specific criteria.

Example: Current Year Forecast (CYF) from Last Year Actuals (LYA)

You can populate your Current Year Forecast (CYF) with Last Year Actuals (LYA), all zeros, Annualized
YTD actuals formula, or CY Department Plan. The Next Year Plan (NYP) can be populated with the
Current Year Forecast. This is the process is known as “seeding.”

1. Choose the Seed option in the Refresh
Action dropdown menu, as shown.

2. Click the Refresh button on the Axiom toolbar.

3. The Refresh Variables dialog box will appear. 5
I%% ?g D Hseve - [hretresn + & Pt + | (2 Show Hon|
) 2o 15]change View + E=Add Rowls) + [Fysnapshot Formuia §

Planning * Panning * - Golo r @& rill » W% E-mail ¥ Headings

© Home [FPWP2018] FP_
DI DM DN DO

Yale Univers ity Detailed Planning

FP_

€ Refresh Variables ==

4017622

542) _— 712,103 (13474) of
o Seed Destination Tois ! :

54 [Current Year Forecast - 12300

545, 25617 -

545 Seed Methodology 1,899.250 (©610)

548 7570540 (22084) I
o Seed vitth zer0s

== Seed with LY Actuals

552

53,111 2764
304 -
1667 -
340 284

417 .
1255 .
14549 9333
8446 445
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4. Select a Seeding Destination and
Methodology. The available options
are listed below:

Seeding Destination: The column into which data will go
CY Forecast
NY Plan
NY DPT Plan
Seeding Methodology: The destination and source columns
CYF with zeros Current Year Forecast will be zero
CYF with Last Year Actuals Current Year Forecast from Last Year Actuals
CYF with Annualized YTD actuals Current Year Forecast with Annualized YTD actuals
formula formula
Note: this formula is dynamic and will change with
every month that closes.
CYF with CY Dept Plan Current Year Forecast will be populated with data
from the Current Year Department Plan
Next Year Plan with CY Forecast Next Year Plan from Current Year Forecast
NY Dept Plan with Next Year Plan | Next Year Dept Plan from Next Year Plan
NY Dept Plan with CY Dept Plan Next Year Dept Plan from Current Year Dept Plan

5. Click OK.

The following is an example of seeding CY Forecast from Last Year Actuals:

EH ) Lilsa.z -
- = 1] Crange vie
Lsvor  Eandal Reports

Gsonreme | @) —

Formuss Bar

3 5ol - | Heaaings = Software

©siome &= [Pwe2018] e
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Enter a Detail Total Block

1. Double click the << Add Expenses B Tl
I' k { | Available Calc Methods: Details:
Account >> link.
Labor Group  Default Expense
] 71000 Faculty Salary - tenuref
s 71001 Facutty Salary Rows 6
] 71009 Faculty Incenti
M 72000 Man. Description The container for planning many detail lines for a single
& Y LedgerAccount (total style)
s
(4 Expenses account "3
TotarExpem ~ | Number of items to insert (max of 1) 1
H H . H Transfe
2. Click Detail Total block; click OK.

3. Enter the value for the Ledger €) Calc Method Variables [
Account, if known. Otherwise, click

LedgerAccount

Choose Value to use the Ledger Choose 2 value for LedaerAccount
Lhoose a value Tor LedgerAccount. Choose Value...
Account lookup.

Enter a value for ‘LedgerAccount’

Cancel

4. Select 81018 (Supplies and Materials Expense): 1 crecee o |~
click OK. H Choose a value for LedgerAccount.

Yale University Detailed Planning - Detated fovember
3
s = mm i
Planning Cycle: WP Total Total Total Total
iActuals | oD Acuats | cvsudget | creorecast
Expenses
- 51018 Supplies and Materials Expense | |

nse Detail (defautt]
res

5. Click on the blue shaded cell in the top row of the detail block; enter the amount of the planned
expense (10,000). Note the changes in the columns to the right.

L¢3 DF TO T T DT o0 T DT 58 DY T 12 1231 T T

a q Current Period: 5 November
Yale University Detailed Planning Detailed
FP_ Refr _
Planning Septemb I December Januay
Projection | _ Projection
Expenses
N 81018 Supplies and Materials Expense - - - [ 10000 (10,000) - - - - - 1429 1429
. wm . - . . - 142 1429
10,000 10,000) - - - - - 1429 142

Note: Notice that the cell in the second row of the block is not editable. This cell’s
value changes as you enter additional travel expenses and continues to decrease as you add
additional trip expense lines.




Add a New COA Block

plan, enter a new COA.

Situation: You want to plan for a new funding source which is about to come in. To help you

1. Inthe Workbook header, double click
in the “Double click to add block” box.
The “add a dimension block” will appear
to populate your COA.

2. Once the COA block is added, build out
the various sections as needed, using
the links provided in each section to add
revenue, expenses and transfers.

3. Enter the COAs

Note: You can not edit the COA block once you click <submit>and

workbook.

Yale University

FP_HONC 0 Tt MAE TS, Hiyhory o Bilela s

LIEEEE
AIOM | HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ACROBAT
%% %% ?% E El Hsave - [&Refresh «  [V] FreezePanes @ Print - ]
10| Change View - &= Add Row(s) - % Quick Filter [ Snapshot
Financial  Labor Institutional Reports  Tables Bl change View Em ol e UD nepehe
Planning = Planning = Planning - - - - GoTo~ L, Drill 10 E-mail
File Groups Reports Administration File Options File Qutput
» € Home [LPWP] LP_ | [FPWP] FP_| |
— C DO Dkl Ol fuls) OF Jule] OF: 0S5 OT =1} =
|84

< | 157 [N

=) Statement of Actiuities

72001 Techkdmin Staff ages
2, estime b

Yale University Detailed Planning

1138528 T2
s aa

Detaled
ok

1216434

93043 252090

25750

Fala Dwssgrated

Cast Cantes

Degailed Plannin 4

Daoeusbbp-ciuct #2 wid block

RIERIE

a5 a0 (e g

it is added to the

Tramban

Lrdeg Baarar
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Central Load (CL) Ledger Account Codes

Central Load data are budgeted revenue and expense dollars that come from central
departments such as Facilities, ITS, Gift Administration (Endowments), etc. and are allocated
to departments. For example, Facilities prepares a file of utility expenses projected for next
year for all University departments. The budgeted amounts will be loaded directly into
departmental FP working plans, subject to certain rules.

For Current Year Forecast (CYF):

e The central load Ledger Accounts are “pre-seeded” with data from the current
year budget and are noted with the “CL” icon in the FP workbook.

e This data is populated in the monthly buckets and summed into the total. Some
are loaded evenly across the months; others have different distributions in
different months.

e Some Ledger Accounts are locked and some are unlocked allowing for data entry.
If you need to make an adjustment to a locked account, please contact your budget
analyst.

For Next Year Plan (NYP):

e The central load Ledger Accounts are editable from the time the workbook is built
until the central load data for Budget is interfaced into the workbooks (in the
December timeframe), when the lock/unlock rules are applied (if a code is locked
in CY Forecast, it will be locked in NY Plan. The same is true for unlocked CL
codes).

o If you choose to seed NYP from CYF before the central load data is
interfaced, the central load Ledger Accounts will be populated with CYF
data.

o After the budget central load data is loaded in YBT, any data that was
populated prior to this will be zeroed out or replaced with the new
information and the central load lock/unlock rules apply.

e The central load budget data will be loaded into NYP in the workbooks, replacing
any data on central load codes. Any data that was entered into a budget-only code
as a placeholder for additional central load data may need to be adjusted or
removed based on the new interfaced data.

Drilling into a Labor Ledger Account

In an FP, double click on a labor Ledger Account to launch the 'Labor Drill Report.' This report
will automatically open and display the person level data for the FP labor row that was drilled.
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Automatic Gift Assessment and Offset Calculation

The GA offset to the Gift Assessment is automatically calculated on a hidden row in the
Financial Plans. It should not be manually entered. Please note that this data does not show in
the Financial Plans, but is available in reports.

Ledger Account/Description Method of Entry
43000 Contributions Data Entry

51000 Assessment Debit - Administration of Spendable Gifts  |Calculated

51004 Assessment Credit - Administration of Spendable Gifts  |Calculated and hidden

Adding a Labor Row into an FP to Enter Dept Plan Data only

A Labor row can be added into Financial Plan files only for the purpose of entering data into CY
or NY Dept Plan. There are no automatic calculations associated with these rows so any Fringe
or other information that is automatically calculated in an LP will need to be manually
calculated and entered. Note that all CY Forecast and NY Plan cells in this added row will be
locked just as labor rows that come from the LP are.
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5

Reporting in YBT

YBT has two types of reports available to the entire University:

e University Submission Reports are the reports used to complete forecasts and budgets and the
reports provided to the Budget Office as part of the submission.

e University Standard Reports are financial management reports that can be run ad-hoc to assist with
financial analysis. Some of these may also be used as Submission Reports at the determination of the

budget office.
The School of Medicine has an additional suite of reports located in the YSM Report Library

YBT Reports Library

Reports are stored in the folder structure known as the YBT Report Library where each report is
assigned to a folder. You can navigate through the Report Library structure to quickly locate the report

you want.

To Open a Report
1. Onthe Axiom tab, click Reports to bring up the menu. Use the YBT Reports Library folder at
the bottom of the menu to navigate to the specific report that you want to open.

2. Click on the subfolder containing your report.

3. Click on the name of the report you want to open.
Note: The list of folders you see in the YBT Report Library may differ slightly from this screen.

r Hsave - [Refresn «  Lzquick Fiter | sEperint ~ 9 E
IEChangEV\Ew - 'E‘Snapshu( ¥| Formula Bar

Rep:)ris = GoTo = Freeze Panes 0 E-mail ¥| Headings Hélp ‘ ;S;(::

& Al Reports

4+ | New Report

+  Report Designer

r‘g Report Wizard...

EE} Refresh File System

orts Library
BT Report Library  #

=

01-University Submission ¥
02-University Reports » 'Zl] F10 SOA Dynamic Columns
| | 12-Development v @ F15 Account Balances Deta
! T @ F20Dats Download
] | F25 SOA by Fund Summary - Dynamic Calumns
3/5/20: @4] F35 SOA by Fund Summary - Current Year Actual
cTsiv B | F40 SOA by Fund Summary
durir Izi] F45 SOA by Fund Summary - Current Year Forecast 1
try to & | F50 Target Budget Working Report
& 610 Grant & Contract Operating Budget
&) | L08 Labor Download
@4] L10 Salary by Persen Dynamic Columns
M @ L15 Salary and Fringe All Projections
Izi] L20 Salary by Person Current ¥r Act and Fest
&l | 125 Salary by Persen - by Mission and Fund Summary
& | 130 Salary and FTE Growth with Fringe
&) | 131 Salary and FTE Growth
&) 150 Salary and FTE
@ L60 Labor Commitments vs YBT
& | Labor Drill Report

aran

- 5:00 pm
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Most reports will initially open with just column headings, (i.e., there will be no data).

To Retrieve Data

1. Click the Refresh button on Axiom Tab H save R ST ¥z uiick Filter
>> File Options area >> Refresh = o
1] change View = @l Drill »
= GoTo - ¥ | Freeze Panes

2. The Refresh Variables dialog box appears, prompting you to specify the values for the variables
needed in the chosen report. The items included will vary from report to report. A sample is
displayed below:

€) Refresh Variables X
Report Type
| All Data v
Cost Center Vi
= el B | o: Center View
Department Grouping = I T
Department Grouping e
SubCategory University
Choose a value for DepartmentGroupingNrm. Choose Value... Planning Unit
Ll RNt YRy Planning Unit Section
= i Department Grouping
W
Ledger Account Department
Fund Type Cost Center
| All Funds H
Rounding
Whaole Number ail
Enter a value for ‘SubCategory’
&

The Cost Center View option allows you to filter this
report on any level of the University Hierarchy
shown in the callout above. For instance, if you
choose to filter the report on Department, the
SubCategory Choose Value variable will populate Remember: to run a report, click the
with the list of departments from which you can
choose. This approach provides significant flexibility
in reporting, enabling you to look at the data from
many different angles.

Refresh button. When you have

finished making your choices, click
the OK button in the Refresh
Variables Dialog box to run the

report. Your report will be populated
with data according to your YBT
permissions and access rights.
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When presented with a Refresh Variables dialog box similar to the one above, you’ll be able to
summarize the data at the Ledger Account Summary, Ledger Account Grouping or Ledger Account level.
Some report variables will prompt for a year, others may ask whether you want to include actuals or
budget figures in the report. Each report will prompt you (when you click Refresh,) displaying the

variables appropriate for the report.

Many reports offer the option of more complex filtering. Say, for example, you want to filter on multiple
Cost Centers and a Project. Use the Filter Wizard box at the top-right of the report (see screen shot
below.). Right click on the box that says, “RIGHT CLICK HERE”, select Filter Wizard, and create the
appropriate filter for the report. This filter will be applied, along with whatever other filters are selected in

the Refresh Variables box.

© Home [® F10 SOA Dynamic Columns (R/0)

Yale University Right Click for Column Filter Here

Right Click for Column Filter Here

Right Click for Column Filter Here

F10 SOA: Dynamit Columns Fyz018 Budgel FY2019 Next Year Plan FY2018 Current Year Forecast (:ﬂr
Ledger Account Hierarchy: Ledger Account @ Copy
Fund Type: Al Funds Full vear Full vear Full vear @ Pese
Paste Special...
Department Grouping: MED Internal Medicine =
Clear Contents
Beginning Balance [ B | = | Find and Replace...
Revenve Rm; E;pmm
| [ o | 11 | | Workbook xplores
Filter Wizard... Axiom Wizards »
Expenses GetData Function Wizard... File Processing >
Salary Choose Data Element
yperiink Function Wizard...
Total Salary Expenses [ B | =1 |
Insert Refresh Variable Data Source...
M rsert Data Lookup Data Source..
Insert Refresh Dialog...
Total Non-Salary Expenses [ B | N | Insert Print View
Insert SaveZDB Tag...
FemiEmpeme | M | o | gt S
ks Insert Asiom Query Data Range ,
Insert Aiom Query Unmatched Data Range  »
H - - W7 Quick Fi = Print
NOTE: The screen shot shows part of the Axiom @SM [erefresn 3 Chek ket | IR EMIE
Ribbon. Many of the buttons shown above provide 10| Change View ~ 4 Dril - FE”"’F”“‘“
. . " . - Freeze Panes -rmnai
added functionality within reporting. =t E-mal

Use the Change view button to switch between available views in a report. Drilling shows the detail
behind summary figures. When using “Quick filter” you cannot save your selections.

AXIOM | Home

M B B|BBE S

Lsbor  Financial Institutionzl | Reports  Tables

Planning ~ Planning ~ Planning = - Goo -

> € Home [E) F10 50A Dynamic Columns (R/O) x

Wz Quick Fitter

Print - [ File Processing +

[ snapshot
017 E-mail

% Show Home o Dx

Formula Bar

Headings

Help | Close Axiom
3 Software

alorer

Yale University

‘ Reght Click for Column Filter Here

Right Click for Column Filter Here

Right Click for Column Filter Here ‘

FY2018 Actuals

S

FY2019 Next Year Plan ‘ ‘

FY2018 Current Year Forecast ‘

FY2018 Budget
F2015 Actudls
FY2016 Actusls
FY2017 Actuals

FY2018 Q2
FY2015 Next Vear Plan

Full Year

Full Year

Blue cells at the top of the

columns in YBT reports are

IFY2018 Current Year Forecast

selectable options. View the
screenshots for an example.
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Drilling in YBT Reports

You can drill down a row in many YBT reports to view the data at a different level of detail.
For example, if a row of data in the report shows budget totals for the Department, you can
drill the row to see the values for each individual Cost Center in that Department. This type
of drilling is known as "drilling down."

If a row is eligible for drilling, you can drill down hierarchies that have been set up for the data.
For example, drill on an account summary row to get to the ledger detail.
To drill down a row of data:

1. Place your cursor in the cell of data that you want to drill.

2. You can click the Axiom tab, in the File Options group, click Drill, and then select the desired
drill level from the Drill Down sub-menu.

A temporary file will open, named Drill_Filename.xlIsx. This file contains a drill sheet which
shows the results of the selected drill. If you want to continue to drill, you can either:

e Return to the original sheet (or a different sheet) in the original file, and then
select a new drill level; or

e Select a cell in the drill sheet and continue drilling to a lower level of detail. A new
drill sheet will be created in the temporary file with the results.

e When you are finished viewing the drill results, close the temporary file. (You do
not need to save the file.)

e |f you want to share the drill results with someone else, the best approach is to
create a snapshot copy of the temporary drill file.

Double-click drilling
You can drill a row of data by double-clicking it. In this case, a dialog box opens, listing the drilling
options for the current row selection. Select the desired drill level and then click OK.
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Drilling options

Drill option

Hierarchies

Description

Hierarchies are defined per dimension (on the relevant reference table), and
YBT has defined hierarchies that outline logical drilling paths which maps to
the Yale Chart of Accounts (see the COA website coa.yale.edu for more
information.

On the Drill menu, hierarchies are listed first if defined. Only hierarchies relating
to the current data are shown.

All Detail

Selecting All Detail takes you directly to the very "bottom" of the data.
Essentially, you are drilling based on all dimensions at once, rather than on one
specific dimension.

The drill sheet will contain one column for each dimension (key column) in the
data, including a description column for each (if applicable).

NOTE: If the row contains data from more than one data table, then this option
is only available if the tables share the exact same key columns and all of the key
columns are lookup columns.

Choose Columns

Selecting Choose Columns allows you to drill based on any relevant column for
the current data, including non-lookup key columns.

In the Select Columns dialog, select the column (or columns) that you want to
drill by. You can select from any column in the primary data table, as well as any
column in linked reference tables.

This drilling option is entirely free form. There is no validation to determine if a
particular column selection makes sense in relation to the current data.

NOTES:

Calculated fields do not display and cannot be used for drilling.
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To Save a Report

Open a report from the Report Library as shown in the Open a Report section in
the beginning of the Reporting section of this manual. (In this example, we will

1.

2.

use F15 Account Balances Detail.)

’_D Iil H save - Rﬂﬂefresh -
1] change View + & Drill -
Reports Tables : 2
v - -2 Golo - ¥| Freez
[ AllReports
lec ¥ | New Report
F‘g Report Wizard...
EE}" Refresh File System

1 Reports Library
Documentation L4

YBT Report Library F 01-University Submissicn #

02-University Reports L3
09-Budget Office 4
GRAND TOTAL

‘f/f Quick: Filter IE'p Print - I::'* File Processing = ﬁ Show Home
||=|:| Snapshat Formula Bar
07 E-mai Headings

]
&
]
L
&
=

Cost Center

FOO SOA by Fund Budget vs Target_Budget vs Prior Year Budget
F10 SOA Dynamic Columns

F15 Account Balances Detail

F20 Data Download

F25 SOA by Fund Actual to Budget

F35 SOA by Fund Current Year Actual vs Budget - Q2 - Prior Year

Enter any report specific parameters and
Refresh the report:

E Save -

B H

Reports Tables

3 GoTo - V| Freez

reount Balances Detail (R/O)

|Eé- Refresh - \'f/’ Qu
1] Change View = @I Drill =

Q Refresh Variables

Filter Report On
Department

Select Filter

Select Year & Scenario
FY2018 Actuals

Select a Fund Hierarchy Level
Fund Grouping

Select a Fund Sub-Hierarchy
UR Central GA

Include Cost Center Detail?
Yes

Include Grant Detail?
Yes

Include Gift Detail?
Yes

Include Yale Designated Detail?
Yes

Include Fund - Hierarchy Detail?

(T

ACACTL ACSTL Center for Teaching and Learni| [Choose Value...

Choose Value...

-

ok ||

Cancel
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Select the drop down next to Save to view the save options. We’'ll choose Save As

(Repository).

E Save -

|_|__éa Refresh -

I@ Change View - @{.Dril -
= GoTo - ¥ | Freeze Panes

\";'»’Elui

ck Filter

You will see the report folders to which you have access (i.e., the YBT Report Library

and subfolders). Report folders display depending on department based on security.
Rename the report as desired, but be sure to preserve the report numbering
convention (in this case F15) and click Save.

(ZJ] F64 SOA By Fund-Institutional R

9/25/2017 10:02 AM

€ Save s ? *

< _) lj’ WAxiom\Reports Librany\YBT Report Libran\02-University Reparts -
File ~ View

Libraries o Na:’le Modified Locked By Size Ty 2

~ (5 Reports Library () FO0 SOA by Fund Budget vs Tare  10/6/2017 8:29 AM 132 KB Micro

-3 5;;:’;‘:2::;‘:” ] F10 SOA Dynamic Columns 10/6/2017 8:28 AM 296 KB Micro

b} 01-University Submission E] F15 Account Balances Detail 9/25/2017 10:01 AM 100 KB Micro

| 02-University Reports (] F20 Data Download 10/6/2017 828 AM 4141 KB Micro

Ju 09-Budget Office (EH] F25 SOA by Fund Actual to Bud:  10/2/2017 3:59 PM 166 KB Micro

File Group Utilities - IZI_] F35 SOA by Fund Current Year £ 10/2/2017 4:00 PM 154 KB Micro

» TZIFP Working Plan 2018 IXI_] F40 SOA by Fund Budget - Targe  10/6/2017 8:29 AM 152 KB Micro

» IEIFP Q2 2018 (EF] F45 SOA by Fund Current Year F - 10/2/2017 4:01 PM 127 KB Micro

‘XJJ F50 Target Budget Working Rep  10/2/2017 3:59 PM 177 KB Micro

‘Z‘J F60 Central Load by SOA 10/6/2017 8:28 AM 113 KB Micro

Izl_] F61 Central Load by SOA _Planl  9/25/2017 10:01 AM 91 KB Micro

(] F62 Central Load_by Unit 9/25/2017 4:18 PM 114 KB Micro

(ZF] F63 Central_Load Monthly 10/6/2017 &30 AM B2 KB Micro

1,253 KB Micro

) 02-University Reports  Description:

File Folder

(E] F66 University Summary 9/25/2017 10:02 AM 122 KB Micro
(] G10 Grant and Contract Operati  9/21/2017 12:57 PM 135KB Micro
Fson AN gE AT 6N ks 4ncvn e
BlEmame |F15 Account Balances Detail_customized|
Description:

Save

Note: If no reports have been previously saved to the departmental folder it will
appear “un-enabled” until one report has been saved there.
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To Export a Report

1.

Repeat steps 1 and 2 described in previous section on How to Open report.

2. After the report results appear, select the desired option in the File Output section in the Axiom Tab

B8 ™m m B HE

Labar Financial Institutional
Planning * Planning ~ Planning ~ ' -

>> File Output).

AXIOM Home

Hsave ~

Reports Tables
- GoTo ~ v

R‘ Refresh -
TH] Change View - &), Drill =

Tz Quick Filter || i9pPrint ~  [53-File Processing ~
||=|:| Snapshot

W5 E-mai

% Show Home e DX

Formula Bar
Help Close Axiom

Headings Software

a. Print- Opens the Print Sheets dialog
box. Select View/Edit Print Details
to open the Print Options dialog box.
Click OK when finished selecting
options.

b. Snapshot- Saves a snapshot to a local folder.
Choose the Snapshot options. Select OK to

create snapshot.

|

Eonrim - |::‘¢,F'Ie Processing -
!FD Snapshot
0% E-mai

°

£} show Home o

Formula Bar

Headings

I

i
Close Axiom

Software

Default
Default

Right C
[ instructions
‘ Report

éﬁ Select the sheets and the views that you wish to print.
] Sheet Name Print View Name Print Details

Print Preview

Miew/Edit

Print Preview

Print Preview

e Print Options

Print View Options

Print View Name Default
Wiew Name

Paper Size Letter
Orientation Portrait
Repeat Rows 122:131

Repeat Columns AFAL

Scaling

) Fit To Pages Wide -

Current Pri

Choose

® Percent Zoom 100

Headers and Footers
Left Header
Center Header
Right Header
Left Footer
Center Footer
Right Footer

(Mo View Selected) "

T x

v

iprint -+ [ File Processing + | (2 Show Home Q DX
[ Snapshot Formula Bar :
Help | Close Axiom
E-mal Headings = Software
Right Click for Column Filter Here Right Click far Column Filter Here R

FY2018 Budget

Full Year

€ Snapshat File ? X

Formula Replacements

® Convert All Formulas
O Retain Excel Native Formulas

Sheets To Snapshot
@® Limit To Active Sheet

O All Sheets In File
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C.

To save a report snapshot, Click the down area on the Axiom Save button and select

Save As (Local File).

ESave v

fh Save File Only
k2 Save As (Local File)

D] F"; Save As (Repository)

Eﬂkefresh b {7 Quick Filter

Panes

nces Detail (R/O)

q':'gp Print - ﬁ Show Home
||=|:| Snapshot Formula Bar
W £-mail Headings

8% Report_snapshot x

Email- Opens the Email Active Workbook dialog box, shown below, where you can

set options. Click OK when finished selecting options (it is recommended that you use
the ‘Convert All Formulas’ selection).

6 E-mail Active Workbook Snapshot

? >
f .
Send snapshot of Report_snapshot.XL5X as an email attachment
Send using: ® QOutlook
) Axiom Mail Service
Snapshot Options:
Send file as: | ¥L5X - Microsoft Excel Worksheet [xlsx) ~
Include: @ Active Worksheet Only
) Entire Workbook
Formulas: @) Conwert All Formulas
() Retain Excel Native Formulas
QK | | Cancel




Available Reports

This is the set of reports available as of this posting of the User Guide.

University Reports

Report Name

Comments

FOO SOA by Fund Summary - Budget vs Target

Budget vs Prior Year Budget (University
Submission - Budget Submission folder)

F10 SOA Dynamic Columns

F15 Account Balances Detail

F20 Data Download

F25 SOA by Fund Summary — Dynamic Columns

In both University Reports and University Submission
folders

F35 SOA by Fund - Current Year Actual

(B/(W) Budget, Q2 and Prior Year Actuals). In both
University Reports and University Submission
folders.

F40 SOA by Fund Summary Budget, Target and Next Year Plan

Report can be run for the following cycle
selections: CY Forecast, NY Plan, Q2 Forecast,
Budget, QO Plan. In both University Reports
and University Submission folders.

F45 SOA by Fund Summary - Current Year Forecast

F50 Target Budget Working Report

(GA Only)

G10 Grant & Contract Operating Budget

LO8 Labor Data Download

L10 Salary by Person Dynamic Columns

L15 Salary and Fringe All Projections

L20 Salary by Person Current Yr Act and Fcst

L25 Salary by Person — by Mission and Fund Summary

L30 Salary and FTE Growth with Fringe

L31 Salary and FTE Growth

Report can be run for the following cycle selections:
CY Forecast, NY Plan, Q2 Forecast, Budget, Q0 Plan

L50 Salary and FTE

In both University Reports and University Submission
folders

L60 Labor Commitments vs YBT
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6

Appendices

Appendix 1: Glossary of Terms

Term Definition

Actuals Amount already expended or revenue already received

Allocated Salary Percent Allocated By COA

Axiom EPM Enterprise Performance Management

Budget An estimate of costs, revenues and resources over a specified period. Also serves
as a plan of action, and a standard for measuring performance. Budgets generally
need to be approved by an authorized party.

Burden The Indirect Direct Costs (IDC) associated with a grant. Based on the IDC rate,
determined by the funding source, the university collects a percentage of the
budgeted dollars.

CM Calculation Method; a row in spreadsheet that has been saved back
to a central location for re-use

CYA Current Year Actual

CYB Current Year Budget

CYF Current Year Forecast which is Current Year Actuals + Projections (Forecast for the
current year)

Detail Block Allows additional detail information to be added below the level of Ledger

Account (example: 81036 Travel Expenses can add detail for individual trips)

Employee Salary

Full Salary X FTE %

Forecast Activity whereby a business unit states its expected year-end financial position
based on actual and projections. Snapshots of a forecast are saved (versioned) for
required cyclical reporting (quarterly forecasting).

FTE Full Time Equivalent

FTE Salary Salary for Full Time Employee

FP Working Plan

Various Financial workbooks for your unit

Input By Total or
Monthly Columns

Total allows you to put in the amount into one column in the Financial Workbook,
and it automatically spreads data over the remaining months; Monthly input
allows you to distribute the dollars over 12 months

IP

Institutional Plan

LP Working Plan

Various Labor Plan workbooks for your unit

LYA

Last Year Actual

LYNYP

The Next Year Plan columns in the prior year’s workbook (Last Year Next Year Plan)
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Term Definition

Monitoring Continuous process of reviewing variances and adjusting activities or forecast as
necessary.

NYP Next Year Plan (Allows for planning for the next year)

Projections

Educated estimates of future revenues and expenditures informed by past actuals
and commitments. A projection would encompass commitments. Think of this as
something that is likely to happen (e.g., a position that you plan to hire).

Regular Salary

Salary for Faculty and M&Ps

Regular Wages

Monthly salary for individuals that are paid weekly, such as C&Ts

Seeding Populating your Forecast or Next Year Plan, with various options

Split In Percent of Labor cost for a person allocated from another department or unit
that your unit pays for (other department's employee, my COA)

Split Out Percent of Labor cost for a person you allocate to another department or unit
(my employee, other department's COA)

SME Subject Matter Expert

UPI University Person Identifier (a unique, numeric identifier for each member of the
Yale community)

YBT Yale Budgeting Tool
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