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BRC Users  
 

To login into PowerPlan, click on the icon   located on your desktop  if it is available . If it is not 

on your desktop, click on the Start b utton  located on bottom left of your screen   . Se lect All 

Programs, open the PowerPlan folder, and click on PowerPlan.  The Login screen will pop up.   

 

 
 

Click on Planbook  (also known as Workbook)  on the left.  

 

 
 

When the BRC Users log in, they will see three Planbook  template s.   

 

                                                        

 

These are the 
templates  
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To Select and Open Your Planbook  

If you only have one Planbook, it will automatically default to  that Entity  (a.k.a. Accounting Unit  -  AU) , 

and you do not need to the following. However, i f you have multiple Planbooks, you will need to type in 

the BRC number in the search box to bring up the Planbook you want to work on  or highlight it, click OK . 

You must do the following:  

1)  Click on Non -School BRC Budget on the left  

2)  Click on the Entity  

3)  Select Entities will pop up, in the Search box, enter the BRC number you want to work on , click on 

the Search button.  

4)  Highlight the BRC number, click OK button . 

 

 

 

 

 

 

 

 

#1  

#3  

#2  

#4  
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Workflow Status (Checkout) Planbook  

The current Workflow Status reflects the applicable stage of the budget process. You must check  out your 

Planbook before you start to input your budget data. This will prevent other users that have  access to 

your BRC from working on the Planbook the same time you are entering your data.   

To check out :   

1)  Click on the  Non -School BRC Budgets  Template on the left  

2)  Put your mouse pointer on Entity, then  right click  

3)  Another screen will pop up, click on Check out, then ok  

 

 

 

 

 

 

 

#1  

#2  

#3  

If the Planbook is checked out by 

someone else their name will 

appear here. You c an still view the 

Planbook as a Read -Only file, but 
no changes can be made.  
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You can also view the check out here , click on Entity, and then  view  Status column.  

 

 

 

To get more detail of the Planboook, you can use either Detail or Filter, this tells you who checked it out. 

For Filter, this screen will up, and click on OK.  

 

Checked column: Indicates who 
has the Planbook.  
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BRC Budget Allocation  

The ñNon-School BRC Budgetsò template shows the user their Prior Year Budget Allocation in account 

D1500 , and the current year adjustment  (if any)  in account D1600 .  This generates the Allocated 

Budget  for new budget year , D1500 + D1600 , in account D1700 .   

 

 

 

This  template is  informational  only. T he user does not update any data  on this screen.   
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Projected  Expenditures  

ñThe Discretionary Expenses ï Non -School BRCò template allows the user to adjust their Discretionary 

Expenses.  Upon opening this template, you  will see a list of all the projected expenses.  Only accounts 

that have had history in the past will show  up .  

This template allows the BRC users to update their expenses. T o input dat a expenditures, they need to 

be at the most granular base level e ntit y (AU)  level.  Thus, highlight the account for which a 

modification is desired.  Right Click on the account, and chose ñEntity M odeò or click on the icon in 

the center of the screen .  All AUôs within the BRC will be displayed.   

 

 

For example, 
highlight or click 
on account  
5510  

 

Entity Mode 
Icon  

Bottom portion of 
your sc reen has the 
3 Year Actual and 
the Current Adopted  
Year.  

If you want to print or export this information in Excel you 
have an  option to do that by  clicking on  th is button  
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The account th at was selected is now shown for all Entities (AUs). At this level, the back ground 

appears white, and the user can input the changes desired.  Data inputs are only allowed in areas 

appearing in white. If it has another highlighted color in the background, it is a read -only field, and 

cannot be changed.  

Notes (Comments) and Budget Details:  

There are two methods to put additional information in the budget.  The first is the Notes, second is 

Budget Details.  

Notes:  If the user would like to include additional information in the budget , there is a comment field , 

called Notes . This can be done by r ight click ing  on the account ing unit  and choose Notes .  The user 

now has t he opportunity to include  an explanation , justification  for  additional information into that 

specific budget  account .  

 

 

 

 

 

 

 

 

 

 

Entity Mode  

For example, 
if you want 
to budget for 
account 
5510 , you 
would click 
on the 
amount, and 
then select 
Entity Mode, 
from the icon 
on the tool 
bar.  



G:\Groups\Finance\BUDGET\BUDGET\PowerPlan\Budget 11-12\ .rtf Files\BRC User Manual-042511.rtf  
5/20/2011 9:00 AM  9 

The second  is the Budget Details : Right click on the account and choose Budget Details.  The user 

now has the opportunity to add multiple lines to aggregate in to the account line , and write a Note . 

IMPORTA NT:  Budget Detail must be completed if the line item is equal to or greater than  $ 5,000  you  

must specify the breakdown of where and how much the amount is going to be spent.  

 

 

 

  

 

 

Type in the breakdown here and for each 

line item indicate the description and how 

much it will be. Then click on Save button.  

If you would like to see a ny additional accounts; the user can click 

on the ñHidden Accountsò button and choose additional expense 

accounts that you would like to budget for.  Note : If this button is 

not available or displayed, it  could be that there are no prior 

histories  for those accounts .  
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If there is a red flag, it is an indicator that there is a Budget Detail for that line item. If it is yellow, it 

indicates a Note.  

If you need a new accounting unit, you must contact Budget Department to have it set  up.  

Once you are done entering the amount. You need to go back to the Account Mode.  This returns the 

user to the summary level so that another account can be selected for data input.  

 

 

 

 

 

 

 

 

 

 

 

 

 

To return to Account Mode  
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Changes, Recalculations of Planbook,  and Rollup  

Entering data and/or c hanges  to an accounting unit  need to be recalculated and refreshed . U pon 

returning to the ñAccount Modeò the cog wheels appear on the left top corner ,  prompting the need for 

a Rollu p.  This indicates that cha nges have been made at a lower E ntity (AU) level, and a system R ollup 

is required to bring the impact of those changes to the userôs top level. While a user may continue with 

the data input process for many accounts (one after the next), they must remember  to perform a 

Rollup to ensure that the ñNET BALANCE1ò account shown at the bottom of the template accurately 

reflects computed data . 

 

 

  

 

 

 

 

 

 

 

 

 

 

To return to Account Mode  

The ñTò represents Total of the 
accounts. For example, T0000 is a 
total of all accounts in  50xx  ï 
Debit Transfer.  

To refresh/recalculate 
budget inputs, click on 
the cog wheels  
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The cog wheel: To refresh /recalculate.  

 

 

This screen will 
pop up. Select 
the highlighted 
items. Then 
press the 
ñRollupò button 
below.  
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To Save  

 

 

To save your data entry, click on the ñSaveò icon. 

 

 

 

 

 

 

 

 

 

 

 

Net Balance of BRC Allocation  

To save input  

This screen will 
pop up.  The bars 
will ñgrindò the 
data, when itôs 
done the 
Completed 
button will light 
up. Click on 
Completed 
button to exit 
this screen.  
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While a user may continue with the data input process for many accounts (one after the next), they 

must remember to perform a Rollup to ensure that the ñNET BALANCE1ò account shown at the bottom 

of the template accurately reflects computed data . To perform  a Rollup see pages  12  ï 13. 

In this example, the user has a negative balance in the amount of -$45,390 . You must reduce an 

expenditure  account (s)  by $ 45,390  to balance to zero.  

 

 

 

If you want to 

temporally remove 

History pane you 

can click on this icon 
above    

To bring 
back 
History 
Pane 

To 
remove 
History 
Pane 
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Projected Staffing  

The last template ñStaffingò shows the summary  of all salary expenses.  

This Template shows the user the total salary.  Users can ñdrillò into the detail by position  of the Salary  

Expense.  Select one of the Salaries (5210 or 5310)  or FTE  that have yellow background.  For example  
below , click on the FTE, then right click, and choose Payroll Ą Details.  

 

 

 

From here, the User can right click  or double click on a chosen position  in the first column, labeled 

Employee, and choose Edit Employee .  

 

 

 

 

 

To get a print out, you 
can click on the Print 
button. If you would like 
to download it to an 
Excel file you can select 
Export  



G:\Groups\Finance\BUDGET\BUDGET\PowerPlan\Budget 11-12\ .rtf Files\BRC User Manual-042511.rtf  
5/20/2011 9:00 AM  16 

This takes the User to the specific Position record.  

 

Each tab can be perused for accuracy.  This BRC user can only manage  the FTE Input value which is 

located on the Events tab.   To review the employee details comprising the FTE shown, refer to the Notes  

tab.   
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To modify the FTE of an existing Position, simply position your cursor in the Value field and update the FTE 

value as needed.  Return to the Notes  tab to document your changes.  

 

 

 

 

 

 

 

 

To change the FTE click on the Events Tab , then click in the Value 
cell, make the change on the FTE. If you accidently click on the 
Pay Year or Pay Period cells, you may get an error that says: 
ñThis scenario-event - type -year -pay period combination has been 
assigned. Please re -enter.ò At this point you will need to exit out 
by clicking the ñXò on the right, then go back, and click the Value 
cell.  

To view the employee 
details comprising the 
FTE, click on the Notes 
tab.  

Notes Tab serves two purposes:  

1)  To review the employee details 

comprising the FTE shown.  

2)  To document your changes and write 

your comments  
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After you click on the Save button, this screen will pop up. Click on Yes button.  

 

 
 

 

Then click on Yes button again.  
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The Scenario Selection and Year Selection will be pre - filled; you do not need to change it, and then  click 

on Process.  
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Enhancement Request  

#1 ï For Staffing, c lick on th e Staffing template on the left, for discretionary click on the Discretionary  

Expenses  Template.  

#2 ï Then, c lick on Decision -Package  on the menu bar , select New Request.  

 

# 3    Request Name type in: Enhancement Request

 

 

#1  

# 4 ï Click in the 

Entity field, and this 

screen will pop up. 

You will need to 

select an 

Accounting Unit 

(Entity) from the 
list by clicking on it.  
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You will arriv e on this screen. If you are completing the request for Staffing, click on the Detail button. 

Otherwise, if it is Discre tionary, click on OK.  

 

 

 

 

 

Click on Save  

#5  ï click on 

the drop down, 

and select 

Staff ing or 
Discretionary  

DISCRETIONARY ONLY: 

Indicate the account on the 

Notes Tab. Then click on 

Save. You are done with 

enhancement request for 

Discretionary.  
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This screen will come up , click on the Personnel  tab. Then  click on the New Position button, and fill  in  the 

information. Then click on Save.  

 

 

 

 

 

 

 

 

 

This screen will come up. It will give you the the total cost of the position.  

Fill in the information on all the 
cells above, then click Save.  

 

You must fill in these required cells:  
1)  Hire Date  ï click in the cell and from the calendar, click on 9/1/11.  
2)  Position  ï from drop down menu, select the position title.  
3)  FTE Input  ï enter the FTE for the position  
4)  Class  ï (Bargaining Union) select from the drop down menu.  
5)  Employee Type ï select Hourly  
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If you would like to print it, you can click on the Print button.  

 

 

 

 

 

 

 

 

 

 

Update and Refresh C hanges  
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 From Staffing Template  and/ or  

Adding a New Position  via Decision Package  

After you have entered all position requests  via Decision Package or changes in the position records  from 

the Staffing Template , the records must be processed and moved.  ñProcessò calculates the payroll data 

at the position level; ñMoveò brings these calculations into PowerPlanôs Budget Scenario and places 

them into the appropriate Cost Object (Account) and Accounting Unit (Entity) based on the employee 

allocations.  

Step 1 To Process: Click on Payroll, select Process  

 

 

 

 

 

Select Process  
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Click on 

Workbook A, 

then click on > 

arrow button

 
 

It will go to the 

right side, then 
click Next  
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Click the 

double>> arrow 
button  

It will go to the 

right side, then 

click Next  
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It will go to the 

right side, then 
click Next  

It will go to the 

right side, then 

click Next  

Click the 

double>> arrow 
button  


