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BRC Users

To login into PowerPlan, click on the icon located on your desktop  ifitis available . Ifitis 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.

PowerPlan V5.20.27 Login X

Lagin Narne: IDwinfrey OK

Password: I’““““1 Cancel

Enironment: IPuwerPIan TEST LI Options

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

s+ File PlanBook Admin View

( PlanBook ) ||

~Repos— ||

Exit

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

I PowerPlan - B |

al File PlanBook Admin Payroll View Window Help

1]

Non-School BRC
Budgets

These are the L2

Discretionary Expenses
templates < - Non-School BRC

ﬂf;
Staffing
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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) Clickon 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

n Payroll Vi

[BRE B 5SS w e #2

Scenario: WORKBOOK A

Template: C Budgets Year: Fy2012 Currency: USD
ND"’S“{?"““ BRC Non-School BRC Budgets Annual
udgets 011_INPUT Fy2012 Fy2012
A D1500 Pr. Yr. Budget for Non-School BRC 109,610
% Qacon Adjusiments 0
Discretionary Expenses Allocated Budget Non-School BRC
- Non-School BRC
>
e —
Staffing = E
Description: Finance
p i o
Last Selected: | ~]
#3 Cancel
View |search|
Print
[or1 Search | & ID  Desc - _
Desc |Entity ID #4 |Checked |status | Reviewer | Relevant Accounts
=S BRC Structure
= Finance 011 Stage2-Input Hell
it gt | e
~# 011_OTHER 011_OTHER Stage2-Input
o |
Filter
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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) Clickonthe 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

put: O - N ets|
'\“-i; File Edit Select PlanBook Admin Payroll View Window Options Help
[ERE @R BEEEEEES
PIETE TR nfity: 011_INPUT - 011 _INPUT_~ Scenario: WORKBOOKA  Unit 1 Options
2 ¥ Tempiai@Non-School BRC Budgets Year: Fy2012 Currency: USD
NU”-E‘;“*CSOUt' ERE £ Non-School ERC Budgets Annual

udgets #2 011_INPUT Fy2012 Fy2012

) (; D1500 Pr. ¥1. Budget for Non-School BRC 109,610

% D1600 Adjustments 0
[Nssclaeticnr;ia;‘!'r E\X‘E); #1 D1700 Allocated Budget Non-School BRC

- NON-3Choo| -
A
i - — ——
Staffing I3 Entity Information : - 011 INPUT G N
—Entity
Number:|011_INPUT
Description: 011_INPUT
TYPe: [HIGHER @ &
Currency - [UsD
Reviewer:l
—Workiflow Status
Current Status: Stagez—lnput - l History |

[v' Email Notification

History: 011_INPUT 01
—Check In / Check Out

Checked Out by :|

/

Actuals: 2011 Check In

Actuals:2010
Actuals:2009

Check Out

(=]

3 Year Avg
3 Year Avg%

2011:2010 Change
2010:2008 Change
Adopte:Actual Change

Adopted:2011

If the Planbook is checked out by
someone else their name will
appear here. You ¢ 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.

anBook Admin Payroll Decision-Package CapEx EW Options  Help
: B & 5 et EEEEs

q Entity: 011 INPUT - Finance Scenario: WORKBOOK A Unit: 1 Options
Template: Staffing Year: Fy2012 Currency: USD
Staffing Annual
FTE Select Entities _f" =]
D Description: [Chief Financial Officer
5310 OK
Last Selected: ~|
Cancel
View |5earch|
Print
| seach | @  Dest L |
Desc |Entity ID |Checked |status | Reviewer | Relevant Accounts
=S BRC Structure
~# Chief Financial Officer 002_INPUT Stage2-Input Hell
& Telecommunications 00&_INPUT Stage2-Input L3P
Finance [ [StagedReview | |
& Ins-Rent-Utilities-Interest 012_INPUT Stage2-Input Detail N
-# Purchasing 013_INPUT Stage2-Input
Equipment Replacement 014_INPUT Stage2-Input . '
- Reimbursable Costs 015_INPUT Stage2-Input LT /
& Printing & Graphics 029_INPUT Stage2-Input
~# Administrative Copy Machines 030_INPUT Stage2-Input
History: 011_1 -# Technology Services 031_INPUT Stage2-Input
~# Warehousing & Disfribution 033_INPUT Stage2-Input
Actudl| ® US & Interschool Mail 034_INPUT Stage2-Input
Actud)| Alternative Funding Committee 039_INPUT Stage2-Input
Actugl| ~# Supplemental Allocations 077_INPUT Stage2-Input
~# C&l Technology Training 708_INPUT Stage2-Input
3yi| -# Instructional Technology 748 _INPU Stage2-Input
avel| ® Professional Development Cir | Stage2-Input
2011:2010{
A 2"‘19‘;‘2?051 : Checked column: Indicates who
OpteACiua has the Planbook.
Adopf|
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.

- | — - — =
By string in Nurm/Desc: I Access: IMy Entities LI
| Checked Out | Al Checked Out v | Show Hidden Entities r
N
Workflow RollupMeeded

! Iy Work List |7 |7 Check for rollup needed

Entities | am the Reviewer v “rear: IFy2012 LI

Show Level: Scenario: IWORKBOOKA LI
|
| Clear | Ok |
e — ————
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BRC Budget Allocation

The A-School BRC Budgetso template shows tAlecations maccouttiei r P
D1500 , and the current year adjustment (ifany) inaccount D1600 . This generates the Allocated
Budget for new budget year , D1500 + D1600 ,inaccount D1700

W =RITpUL .
3 Flle Edt Select PranBoc
BRE AaR

PowerPlan - [Input: 011 _INPUT - Non-School BRC Budgets]

":3 File Edit Select PlanBook Admin Payroll “ieww ywindow Options  Help

HERE RaeBlmsEa

GGl Enfify G171 TNEUT . G191 INETT i Geenario: BASE  Unit: 1 Options
Template: Mon-School BEC Buddets  Year: Fy2012 Currency: LISD
Hon-School BRC Budgets Annual
011_INPUT Fy2012 Fy2012
01500 Pr.%r. Budget for Mon-School BRC 103,610
L1600 Adjustments 1]
01700 Allocated Budget Mon-School BRC 109,610

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

Projected

Di screti oniaMop-SEXxpehs 8RCO
Upon opening this template,

that have had history in the past will show

This template allows the

be at the most granular base level e
on

modi ficati
the center of the screen

M PowerPlan - [Input: Finance - Discretionary Expenses - Non-Schoal BRC]

BRC users to update their expenses. T

i s
Al

desire
AUO s

Expenditures

you will see a list of all the

up.

d. Ri ght
WBRE will be digplayed.

templ at e

al

| ows

t he

user

projected expenses. Only accounts

- File Edit Select PlanBook Admin Payroll ){hu\ﬂindow Opti

|F @ |

[ElEET=

PlanBook

<

Enti

=YY 4 :%'@m@ﬁ)ﬁ Entity Mode

- 011 INPUT - Finance

Scenario: WORKBOOK A

Non-School BRC
Budgets

©

Discretionary Expenses
- Non-School BRC

(A
Staffing

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

the Current Adopted
Year.

Primt | Exportto S readsheetl
por o =P A &

N — 19#—.—11

o input dat a expenditures, they need to
ntit y (AU) level. Thus, highlight the account for which a
Entity Mk ode aor tlitcken tleeécendnu n t

Template: Discretionary Expenses - Non-School BRC Year: Fy2012
Discretionary Expenses - Non-School BRC  Annual
011_INPUT Fy2012 Fy2012
5317 Classified Overtime (EP) 16,000
5320 Classified Extra Work (EP) 5,000
5330 Classified Subs - Regular (EP) 0
TEXTARPAY Extra Pay |  71.000| [l [ Eavenpdt
5085 P&G Copy Transfer 1,000 Edit
5057 P&G Printing Transfer 1,500 Notes
5058 Copy Machine Transfer 0 Calculator
5059 P&G Color Copy Transfer 300
TO0OD Debit Transfer Descriptions
5510 Supplies & Materials — Entity Mode
5513 Stamps/Postage - Fistory
5520 Purchase Discount o Eray
5523 Use Tax For example,
5525 Software Purchase highlight or click Administrative
5532 Subscriptions on account
5540 Non-Capitalized Equipment (und 5510 Allowy Breakback
5550 MNon-Travel Food & Beverage T
T5000 Supplies & Materials
5704 Negotiated - Other (Budget Onl 2,250
5710 Consultants 0
History: 011_INPUT Finance 5510 Supplies & Materials
Total Average SEP OCT NOV DEC JA
Actuals 2011 7,469 622 984 3,065 757 599 2,0€
Actuals:2010| 19,728 1,644 830 6,689 1,508 727 3c
Actuals:2009| 26,801 2,233 1,342 769 266 1,105 717
3 YearAvg| 17,999 1,500 1,052 3,507 950 811 3,18
3 Year Avg% | 100.0% 5.8% 19.5% 5.3% 4.5% 17.7
2011:2010 Change| (62.1%) (26.4%) 18.6%  (54.2%) (49.8%) (176%) 575.3'
010:2009 Change| (26.4%) 00% (382%) 7700% 1575% (342%) (95.7%
e Actual Change| 328.4% 3284% 2966.5%  (946%) (78.0%) (72.2%) (91.9%
Adopted:2011| 30,000 2,500 30,000 0 0 0

If you want to print or export this information in Excel you
have an option to do that by

clicking on

this button
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1T PowerPlan - [Input: 011_INPUT - Supplies & Materials]

":3 File Edit Zelect PlanBook Admin Payroll View Window Options Help

ErEINE LR

PlanBook Q Entity: 011 _INPUT- 011 INPUT g FMMede Options
‘c Accounts: 5510- Supplies Materials Year. Fy2012 CurreneslISD Hidden Accounts
e Entity Mode Ann
5590 Fy2012 Fy 2012

Q11 INBLUT Q11 INALT [ 31,000
10,01 00000011014 Finance Budget El For example,
1001000 27 501014 BE TE Finance-CAG o if you want
10.01000.99.501011 BE Rev Finance-CA i to budget for
10.97000.00.000000 District-wide Support Budget o account
109700011 501041 109700011 501041 0 5510, you
10.87000.13 204011 DS Biz Ofc - Gaul 1,000 ‘(’)Vr?#‘i click
1057000 13 204001 800,012 65 999831 1097000 13 204011 800,012 66 9998310 o amount, and
10.97000.13.204011 800,012 63 999840 10.97000.13.204011 600012 68 999 5400 0 then select
1057000 13 204011 505 046 65 999531 10597000 15.20401 1 505 046 66 9995310 o Entity Mode,
1057000 13 204001 505 046 65 999 540 1097000 13204011 605 046 66 999 G400 o from the icon
1097000 13.204011 809 026 63 999,831 10.97000.13.204011 609 026 68 9998310 0 on the tool
1057000 13 204001 509 026 65 995540 1097000 13 20401 1 509 026 65 999 5400 o bar.
10.97000.13.204011 810,074 60,999,821 10.97000.13.204011 610,074 60.999.8210 0
1057000 13204001 510,074 60.995.540 1097000 15204001 510,074 60 999 5400 o
AN 97000 13 s01011 MAs Bir Swes Finanre - CAR annnn

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, itisaread -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 ,thereisa comment field ,
called Notes . This can be done by r ight click ing on the account ing unit and choose Notes . The user
now hast he opportunity to include an explanation , justification for additional information into that
specific budget account .
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The second is the Budget Details
now has the opportunity to add multiple lines to aggregate

into the account line

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

, and write a Note

IMPORTA NT: Budget Detail must be completed if the line item is equal to or greater than
must specify the breakdown of where and how much the amount is going to be spent.

$5,000 you

If you would like to see a
on the

not available or displayed,

ANCcddemnt so
accounts that you would like to

ny additional accounts; the user can click

button and choose
budget for. Note : If this button is
it could be that there  are no prior

histories for those accounts .

Scenario: WORKBOOKA Units: 1

:% Entity: 011 INPUT - Finance
Accounts: 5220 - Cert Extra Work (EP)

Year: Fy2012 Currency: USD

\ .

Hidden Accounts

Entity Mode Annual
5220 Fy2012 Fy2012
10.97000.13.204011.809.026.68.999 840( 10.97000.13.204011.809.026.68.099 8400 0 =TT
10.97000.13.204011.810.074.60.999.821( 10.97000.13.204011.810.074.60.999.8210 0 = é&" ' >
10.97000.13.204011.810.074.60.999.840( 10.07000.13.204011.810.074.60.009 8400 0 .
10.97000.13.501011 DWS Biz Svcs Finance - CAB 0 Budget Detail
10.97000.13.501011.809.026.30.971.831( 10.97000.13.501011.809.026.30.971.8310 0 e *
10.97000.13.501011.809.026.30.971.831¢ 10.97000.13.501011.809.026.30.071.8315 0
10.97000.13.501011.809.026.30.971.840( 10.07000.13.501011.809.026.30.071.8400 0 Descriptions 4
10.97000.13.501011.809.026.68.999.831( 10.97000.13.501011.809.026.68.999.8310 0 Entity Mode
10.97000.13.501011.809.026.68.999.831¢ 10.97000.13.501011.809.026.68.000 8315 0 History
10.97000.13.501011.809.026.68.999.840( 10.07000.13.501011.809.026.68.000 8400 0 Show >
10.97000.14.501011 DWS HR F_fnance-CAB 50.000 Er e 3
10.97000.72.501011 DWS TS Finance-CAB -
10 AZoon ArA4 O P Ra e atars OAnAA o0 1- Allowﬁfeakback 1 3
10] Budget Detail - - S S R, @
10
10 Entity:  10.97000.14.501011 - DWS HR Finance-CAB Scenario: WORKBOOK A
10 Account: 5220 - Cert Extra Work (EP) Year: 2012
10 Description Note Multiplier  Total
104 | Avid School 1.00 10,000
104 office Assistant CAB 1.00 10,000
— | Facilitators T 2.00 20,000
Coordinator 1.00 10,000
Grand Total \ 50,000
Type in the breakdown here and for each
line item indicate the description and how
much it will be. Then click on Save button.
Adt;l |7 Display Multiplied - pOI'l Print Delete Row Cancel | Save
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Units: 1

Q) Entity: 011 INPUT - Finance Scenario: WORKBOOK A
Accounts: 5220 - Cert Extra Work (EP) Year: Fy2012

Currency: USD

Entity Mode
5220 Fy2012
10.97000.13.204011.810.074.60.999_840( 10.97000.13.204011.810.074.60.999 8400
10.97000.13.501011 DWS Biz Sves Finance - CAB
10.97000.13.501011.809.026.30.971.831( 10.97000.13.501011.809.026.30.971.8310
10.97000.13.501011.809.026.30.971.831¢ 10.97000.13.501011.809.026.30.971.8315
10.97000.13.501011.809.026.30.971.840( 10.97000.13.501011.809.026.30.971.8400
10.97000.13.501011.809.026.68.999.831( 10.97000.13.501011.809.026.68.999.8310
10.97000.13.501011.809.026.68.999.831¢ 10.97000.13.501011.809.026.68.999.8315
10.97000.13.501011.809.026.68.999.840( 10.97000.13.501011.809.026.68.999.8400

10.97000.14.501011 DWS HR Finance-CAB
( yD_Q?UGU_?2_5{11{]11 DWS TS Finance-CAB

10.97000.72.501011.803.037.68.999.831( 10.97000.72.501011.803.037.65.999.8310

Annual
Fy2012

L= e T e o B I e Y o T |

n
=
=
=
===

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

Once you are done entering the amount. You need to go back to the Account Mode.
user to the summary level so that another account can be selected for data input.

T PowerPlan - [Input: Finance - Discretionary Expenses - Non-5chool BRC]

“1 File Edit Select PlanBook Admin Payroll View Window Options Help

E [& e W i Bl

| PlanBonk i —_ — - e =

To return to Account Mode

G:\Groups\Financd BUDGETBUDGETPowerPlan Budget 11-12\.rtf Files\BRC User Manual042511.rtf
5/20/2011 9:00 AM

have it set up.

This returns the

10



Changes, Recalculations of Planbook.

and Rollup

Entering data and/or ¢
returning to
a Rollu p. This indicates that cha
is required to
Rollupt o ensure th
reflects computed data

To refresh/recalculate
budget inputs, click on

hanges to an accounting unit
t he

at

Admin Payrall

need to be

ng the i mpact of

recalculated and refreshed

fi A ¢ cwheelst appdar dneh@ left tbpecorrero g , prompting the need for
nges have been made at a lower E
bri
the data input process for many accounts (one after the next), they must remember

ntity (AU) level, and a system R

. Upon

t H\hite @ userimayrcgnénsie witho
to perform a

t h &0 faNcEcTo WBrAtL #idhBdEom of the template accurately

Wiewy  windowe Options Help

'NPUT - Discretionary Expenses - Mon-School BRC]

the cog wheels

Ea =

B Mo B bn 0| A

Enti

(011

PUT- 011 INPUT

Term

To return to Account Mode

n-School BRC

Scenario: BASE
Year Fy2012

Discretionary Expenses - Hon-School BRC
D11_IHPUT Fy2012

Annual

Fy2012

2220
2230
237
5320
3330
TERTARPAY
2055
2057
2055
2059

The

ATOo
accounts. For example, TO00O is a

r € fotalefthe n t

total of all accounts in 50xx 1

Debit Transfer.

Cett ExtraWMark (EP)

Cert Subs - Regular (EP)
Clazsified Cwertime (EF)
Classzified Extra Wiork (EP)
Classified Subs - Regular (EP)
Extra Pay

P&G Caopy Transfer

P&G Printing Transfer
Copy Machine Transfer
P&G Color Copy Transfer
Debit Transter

Supplies & Materials
StampsiPostage
Purchase Discount

Uze Tax

Snftweare Purmhaze
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1,000
1,500

300

2,500
31,000
18,000

150

ollup

t

11

he



The cog wheel: To refresh /recalculate.

S = L
PlanBook Admip”Payroll Decision-Package CapEx View Window Options Help

R T 1 5[5 A EEEBE8E8
Entity: 011 _INPUT - Finance Scenario: WORKBOOK A Unit: 1 Optir
Template: Discretionary Expenses - Non-School BRC Year: Fy2012 Currency: USD

Discretionary Expenses - Non-School BRC  Annual
011_INPUT Fy2012

Cert Extra Work (EP)
5230 Cert Subs - Regular (EP)
8317 Classified Overtime (EP)
5320 Classified Extra Work (EF)
5330 Classified Subs - Regular (EP)
TEXTARPAY Extra Pay
5055 — PA&G Conv Transfer a0l
5057 | — — [ = =
5058 N )
5050 " All changed entities only: all scenarios, structures and years.
T0000 _{_Changed specified entities only: specify scenarios, structures and year.
5510 < @ Folye specified entities to calculate: specify scenarios structures and year. Remote |
5513 [["Related Entity and Structure:
5520 011 INPUT BRC Structure Entity |
5523
5525 SetAl |
5532
5540 Clear All |
9550 —Year Check for Changed Data |
TS000

[Fy2012 ~|
History: 011, I I

- Scenarios -(Locked scenarios not listed)

acll| | |Fy2012 BASE pal ¢ Actuals
acll| | |Fy2012ADJ BASE . .
ad|| | [Fy2012 GOVERNORS - o This screen will
Fy2012 WORKBOOK A n pop L_Jp. _Select
Fy2012 WORKBOOK B the highlighted
Fy2012 WORKBOOK C ® Both items. Then
Fy2012 HOUSE N press the
ARol lupo b
2011:201| below.

Save Template Load Template Cancel Rollup

Please highlight the Related Entity and Structure, Year and Scenario you wish to Rollup
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— Time for this Structure

Current Time: |

44442011 3:49:15 P

Crverall Time

Current Time: |

444720171 3:49:15 PM

Completed in 00:00:00

Start Time: | 442011 3:49:09 Ph Start Time: | 4/4/2011 3:45:44 PM
Elapsed Time: | 100006 Elapsed Time: | 00003
— Status:
Completed in 00:00:06 011 _INPUT BRC Structure

Feleasing Memory

Entities far Current Structure:

Calculating “ear:

Fy2012

This screen will

pop up. The bars
will Agrin
data, when
done the

Completed

button will light

up. Click on
Completed

button to exit

this screen.

( Completed |
\

“x File Edit Select PlanBook Admin Payroll View Window Options Help

H DR J\ EEEEEEE L

To save input

To save your data entry, click on the

5/20/2011 9:00 AM

Net Balance of BRC Allocation
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vy File Edit Select PlanBook Admin Payroll Decision-Package CapEx View Window Options Help

[H R

EECEEREEIED

EEEIEE

PlanBook

<A
MNon-School BRC
Budgets
A

Discretionary Expenses
- Non-School BRC

A
Staffing

: Scenario: WORKBOOK A

Unit: 1

Q £ntity: 011_INPUT - Finance

Template: Discretionary Expenses - Non-School BRC Year. Fy2012 Currency: UBD
Discretionary Expenses - Non-School BRC  Annual
011_INPUT Fy2012 Fy2012
5513 Stamps/Postage 9,000
5520 Purchase Discount
5523 Use Tax To bring
5525 Software Purchase back
5532 Subscriptions History
5540 Non-Capitalized Equipment (und Pane
5550 Non-Travel Food & Beverage
TS000 Supplies & Materials
5704 Negotiated - Other (Budget Onl
5710 Consultants
5718 Legal
5720 Rental Services To
5721 Software Licensing remove
5755 Registration Fees History
5760 Telco - Wireless Pane
5790 Contractual Services - Other
T7000 Purchased Services/Contractual
5810 Local Mileage
5820 Extended Travel
T&000 Travel
5910 Barcoded Equipment
TO000 Capital Outlay/Equipment
TDISC Discretionary Expenses
D1700 Allocated Budget Non-School BRC
NETBALANCE1 Balance
story: 011_INP mMance 5220 Cert Extra Work (EP)
Total Average SEP OCT NOW DEC J FEB
Actuals: 2011 0 0 0 v] 0
Actuals:2010 ] 0 V] 0 [V}
Actuals 2009 223 19 0] 0 a
5 Year A - . 0 o 0 If you want to
‘ear Avg
3 Year Avg% 100.0% 0.0% 0.0% 0.0% te.mpora”y fEMove
History pane you
2011:2010 Change 0.0% (100.0%) 0.0% 0.0% WA can click on this icon
2010:2009 Change| (100.0%) 0.0% 0.0% 0.0% 0.0% above
Adopte:Actual Change 0.0% 0.0% 0.0% 0.0% 0.0%

While a user may continue with the data input process for many accounts (one after the next), they
must remember to perform a Rollup

of the template accurately reflects computed data

to ensur e

In this example, the user has a negative balance in the amount of
expenditure account (s) by $ 45,390 to balance to zero.

t hat
. To perform a Rollup see pages

t h 20 faNcECTo uBrAtL tAsidhBdEem

12 7 13.

-$45,390 . You must reduce an
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Projected Staffing

The | ast t e mmgoa tsehsdinas sumrhafy of all salary expenses.

This Template shows the user the total salary. Users can #dadr i | | kypasition oof theh Baladket ai |
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 A Detalils.

I PowerPian - (input: Finance - taffing] (6 s WY St sl NS

"5 Eile Edit Select PlanBook Admin Payroll Decision-Package CapEx View Window Options Help

ERE |BaRERSSE EA |BE
PlanBook Q Entity: 011_INPUT - Finance Scenario: WORKBOOKA  Unit 1
"; Template: Staffi Year: Fy2012 Currency: USD
Non-School BRC staffing Annual
Budgets 011_INPUT
i Fy2012 Fy2012
A FTE FTE 55 A000; = oot
| 5210 Cert Salaries - Regular 0 e F
Discretionary Expenses 5310 Classified Salaries - Regular 1,407,426 bictes
- Non-School BRC Calcdator
Descriptions »
Staffing History
Shaw O —
_—
E— e >
» CRETrRRAion by Ck
,  Distribution by Po
- (107023 106 963
Calculations »

Payroll Details a I ﬂ 3|

Entity: IET 501 - T1-A Disadvantaged 10-11 S 2012 - l
Account: |521D-Cert Salaries - Regular Scenario: |4 - WORKBOOK A vl

Currency: UsD -
Employee Annuall SEP | OCT | NOV | DEC | JAN | FEB | MAR | APR | MAY | Jia
Teacher Other, 147TO00020 55,364 4614 4614 4614 4614 4614 4614 4614 4614 4614
Teacher Other, 149T000010 124470/ 10,373 10,373 10,373 10373 10373 10373 10373 10373 10373 1
Teacher Other, 151TO00010 168100 14009 14009 14009 14009 14009 14009 14009 14009 14000 1
Teacher Other, 155T000010 71,564 5964 5964 5964 5964 5964 5964 5,964 5,964 ]
Teacher Other, 165TO00010 174798| 14567 14567 14567 14567 14567 14567 14567 14561 10 geta print out, you
Teacher Other, 1697000010 148176) 12348 12348 12348 12348 12348 12348 12348 12348 can click on the Print
T Other, 175TO000TON_ 151,794 Export 650 12,650 12,650 12,650 12,650 12650 putton. If you would like
( Teacher Other, 179T000010 ) 75,897 325 6,325 6,325 6,325 6.325 6329 " qownload it to an
NJeacher Other, 1877000010 _~7 167,805 984 13984 13984 13984 13984 13,984 .
M 227788 082 18982 18982 18982 18982  1sos] Excelfile you can select
Teacher Other, 210T000010 224,087 674 1B674 18674 18674 18674 18674 Export
Teacher Other, 221TO00010 240,692 058 b5 20058 20058 20058 20058 20058 2005
Teacher Reading Coach, 104TOC0040 14,456 1,205 1,205 1,205 1,205 1,205 1,205 1,205 1,205 205
Teacher Reading Coach, 175T000030 15,182 1,265 1,265 1,265 1,265 1,265 1,265 1,265 1,265 1,265
Totals 4282066 356,830 356830 356,830 356,830 356830 356830 366,830 356839 /356839 3¢ _

From here, the User can right click or double click on achosen position inthe first column, labeled
Employee, and choose  Edit Employee
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This takes the User to the specific Position record.

Employee History B
General |F'ersona|| Hormme Enmiesl Allocationsl F‘osilionsl Classesl Events | Calculationsl Motes I

Pame
’7 Last: [[feacher Bucket

First: I501 TOO0040

Micidle: I

—Employment

Emp#: |501 TOOO040
Hire Date: I a1 2ol —

Company Code:

Employment Type: |7 Fulltime

Sal. Adjustment Date: I;—" 5 23002 vl Currency: lﬁ
ok Contact Search Groups
Fhone: | 1 |
Email | 2 |
2 |
Save Exit

Each tab can be perused for accuracy. This

located on the Events tab.
tab.
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the FTE Input value which is

To review the employee details comprising the FTE shown, refer to the

Notes
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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 To view the employee
Pay Year or Pay Period cells, you may get an error that says: details comprising the
AThi s s eeeentatype oyear -pay period combination has been FTE, click on the Notes
assigned. Pleasere -ent er . 0 At this point yo tab.
by clicking the AX0 on the right, t
cell.

Employee History ! \A/—\ = []

General | Personal| Home Eniities| AIIocalions' Positions| Classes ( Events | Iculalions' Notes |
Name

’V Last: ITea.crlerOlIler First: |104TOOOO10 Middle:l
—Event History

FTE (Input)

FTE (Medical)
Hourly Employee
Pay Rate

Pay Year. |All Years vl Scenario; |[WORKBOOKA =

Insert Delete Print Export Template Events | Save | Exit |

Employee History —— — P @
General | Personal | Home Entities | Allocations | Positions | Classes | Events |Calculations®

Name
Name

{ Last: ITeacner Other First: [119TO00010 Middle:

—Motes

3/9/2011 3:23:12 PM

Mouse, Minnie Emp # 12345 sr - 12 FTE — 1.0000
Duck, Donald Emp # 67850 Sr - 16 FTE - 0.6000
White, Snow Emp # 98789 Sr - 8 FTE — 0.5000

Notes Tab serves two purposes:
1) To review the employee details
comprising the FTE shown.
2) To document your changes and write
your comments

%
5
=
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After you click on the Save button, this screen will pop up. Click on Yes button.

Employee History ™ ——

General | Personal | Home Entities | Allocations | Positions| Classes Events | Calculations| Notes |

Name
( Last: IResearch and Eval Spec 1 First: |419NAA0040 Middle: |

— Event History

FTE (Input)

FTE (Medical)
Hourly Employee
Pay Rate

Employee History

(

Pay Year: IAIIYearS vl Scenario: IWORKBOOKA vl

Insert Delete Print Export Template Events | Save | Exit I

Then click on Yes button again.

Employee Histor l X [

@ Do you want to Process the employee?

Yes
s
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The Scenario Selection and Year Selection will be pre
on Process.

-filled; you do not need to change it,

]

—Scenario Selection

Scenarios |YWORKBOOK A Ll

—“'ear Selection

From:  |2011:1(9/1/2010- 8/30/2010]

Ta: IEIZI'IE:'IE (8205 -5/31/2015)

Cancel
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Enhancement Request

#1 1 For Staffing, c
Expenses Template.

lick on th e Staffing template on the left, for discretionary click on the Discretionary

#2 1 Then, c lick on Decision -Package onthe menu bar |, select New Request.

m PowerPlan

"y File Edit Select PlanBook Admin Payrof Decision-Package TapEx View Window Options Help

EEC IR EEELEEER e BE
e Q Entity: 011 INPUT - Finance ~ Scenario: WORKBOOKA  Unit: 1
Template: Staffing Year: Fy2012 Currency: USD
Non—é‘»cgootl BRC Staffing Annual
udgets 011_INPUT Fy2012 Fy2012
‘9‘ FTE FTE 22.4000
5210 Cert Salaries - Regular 0
Discretionary Expenses 5310 Classified Salaries - Requiar 1,497 426
- Non-School BRC
et
-
Staffing
#1
#3 | Request Name type in: Enhancement Request #4 1 Click in the
% NewRequest | X | Entity flelq, and this
screen will pop up.
General .
You will need to
Reqguest Na|Enhancement Request | Request Ty DP b
= — — select an
Entit | hj =] Reauest Sta [Requested ] Accounting Unit
RequestC | | Request Rea 1/ (Entity) from the
Year: |Fv2012 v| Start Da |og,ro1;2{ | Scenari WORKBOQK = list by clicking on it.
L
;
-l Select Entity / E
ity: ID sc
Description | Notes | S I 7V6Q;I
Entity Description =
J 10.97000.13.204011.805.046.65.999.8400 10.97000.13.204011.805.04¢
4 10.97000.13.204011.809.026.68.999.8310 10.97000.13.204011.809.02¢
, 10.97000.13.204011.809.026.65.999.8400 10.97000.13.204011.809.02¢
5 10.97000.13.204011.610.074.60.999.8210 10.97000.13.204011.810.07:
. 10.97000.13.204011.810.074.60.999.8400 10.97000.13.204011.810.07: |
3| You can add 3860 more characters in deg|)| L12-57000.13.501002 _DWS Bus Off CFO-CAB___ [ |f
: ||| 11067000 13 501011 { DWS Biz Svcs Finance - CAH
»| | Action 10.87000.13.501011.809.026.30.971.8310 10.97000.13.501011.808.02¢ || ||
10.97000.13.501011.809.026.30.971.8315 10.97000.13.501011.809.02( | ||
L '|/110.97000.13.501011.809.026.30.971.8400 10.97000.13.501011.809.02¢
% 1.9% 0.7% (5.1%) ||| 10.97000.13.501011.809.026.68.999.8310 10.97000.13.501011.609.02¢
%o 4.6% 55% 14.4% M| |10.97000.13.501011.800.026.68.090.8315 10.97000.13.501011.809.02¢
% 7.4% 7.3% 7.4% I/ |10.97000.13.501011.809.026.68.999.8400 10.97000.13.501011.809.02¢
10.97000.13.501012 DWS Bus Off Insur/Uti-CAB
34 1515053 0 0 S =R

<

| 3
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o' New Request

==

—izeneral

Reguest Na [Enhancement Request

Entit |1U.Q?DUD.13.5{]1U11

| [IDWS Biz Svcs Finance - CAB | _| Reguest Sta |Requested |

Request C |DF'—1U.9?{]{]{].1 3.501011-12

Request Ty |DP ~|

Reguest Rea IStafﬂ ng LI

You can add 3783 maore characters in description.

ear: |Fy2012 v | start Da |ugm1;2{ v Scenari | WORKBOOK ¥ |
#5 1 clickon
Description | Motes | the drop down,
< ] and select
New position request to assisis with office hilp. DIS_CRETIONARY ONLY: Staff ing or
Indicate the accoun.t on the Discretionary
Notes Tab. Then click on
Save. You are done with
enhancement request for
Discretionary. i
||

Spell che | |

| ’—Action

Pl | Cancel | "
{ ) 4
\ Vi

.

m

\

Click on Save

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

o' Decision Package

OK.

X

Request Code  DP-10.51501.21.501701-12-002
for Mew Position
has been generated.

Details I Print New Request |

oK |
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This screen will come up , clickonthe Personnel tab. Then click on the New Position button, and fill in the
information.  Then click on Save.

| - &
" 13 3-Enhancement Request) 28 !
v Window Options Help L

General
‘[ll Request Na [Enhancement Request | Reauest Tvp
2: WORKBOOKA Unit: 1 Entity: [10.97000.13.501011 |[DWS Biz Svcs Finance - CAB | Request Stat |Requested v
2012 Currency: U§ | | Request Co |DP—10_97000.13_501011—12—013 | Request Reason: ersonnel v
Annual Year: Start Date” 19/01/21 = | Scenario:  [WORKBOOK ~
Fy2012
22 4000
0
Jlar 1,497,426
Descriptiol Personnel |
Last Name it i
4 1Ll — >
Detail | [Rew Postion(s] Rrint | Export
Requested By: Date: Approved By: Date: Total Cost:
rhack brc 04/25/20 | | I |
Action
e —(i print | cave | cancel ||
‘ MNew Position ' @ '
P
D_-
s *Hire Date | *Position | Name | *FTEInput | *Hours |*Pay Rate/Hour|* Home Entit] *Class | * Employee Type | SalAd. Date |
0 Fgi12001 -] 1 0 10.97000.13
September 2011 (]
0
'S You must fill in these required cells:
1) Hire Date i click inthe cell and from the calendar, click on 9/1/11.
o 2) Position 1 from drop down menu, select the position title.
o 3) FTEInput i enter the FTE for the position
"' 4) Class i (Bargaining Union) select from the drop down menu.
5) Employee Type i select Hourly
0 T Today: 4/25/2011
< 1 »
ez gl sl Fill in the mformatpn on all the Add | Delete | /\W —
fidi; MATEEES [PETETIH S HESEED cells above, then click Save. > )
T [0 09 Racoest Dot DP-3051501.1 501901-13.000 S Potices )|

This screen will come up. It will give you the the total cost of the position.
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ﬂﬂﬂ-ﬂoquest Details (DP-10.97000.13.501011-12-013-Enhancement Request) | J

—General
Reguest Na |Enhancement Request |

Entity: [10.97000.13.501011 ||DWS Biz Svcs Finance - CAB |
Request Co |DP-10.97000.13.501011-12-013 |

Request Tvp

Request Stat IRequested - I
Request Reason: arsonnel = I

Last Name
i EM-Clas:

ied Mgmt

Year: Fy2012 Start Date: 19/01/21 vI Scenario: IWORKBOOK v[
Descrnption  Personnel
Position Position Count | Hours | Hire Date | Rate | FY2012 |FY2013 | FY2014 | FY2015

Detail |[ New Position(s| Print | Export|

Requested By: Date: Approved By: Date: otal CosTN
[rhack brc | [04r25/20 | | || 86,397.00
: \
—Action
Print |\qu Cancel | |
A

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. fi P rcoe s scalculates the payroll data
at the position level; fi Mo v elbings these calculations into Power Pl aBudgest Scenario and places

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

Step1 To Process: Click on Payroll, select Process

]M PowerPlan - [Input: Finance - Sta_ffing] |

“» File Edit Select PlanBook Admi Payroll Decision-Package CapbEx View Window Options Help

E & B 5 B ISy @‘ﬁ%\

e

Select Process

Select payroll process option

(" Process payroll only

(" Mowve payroll only

(@ Process and mowe payroll

Select start and end process dates
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Select scenarios to process and/or to maove

ADOPTED
AUTHORIZED
WORKEOOK B
WORKEOOK C
Click on
PE Workbook A,

then click on >
arrow button

<Back Cancel
Select scenarios to process and/or o mowve
ADOPTED WORKBODE A
ALUTHORIZED
WORKBOOK B <
WORKBOOE C .
It will go to the
right side, then
5% click Next
<<

<Back (ﬂexb) Cancel
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Select classes to process

## Al Clasges - All Classes

## BO-ALL - All-Bus Dirivers

## E-ALL - All-Administration Classified
## F5-ALL - All Food Services

## OP-ALL - ALL-Office Professionals
## PR-ALL - ALL-Frincipal ES, MS, & HS
## SE-ALL - All Security

## TE-ALL - ALL-All Teachers

BD - BD-Bus Drivers (12 mo)

BOT - BDT-Bus Drivers (10 ma)

Cl - ClU-Custodians

EM - EM-Exempt Classified

Ex - Ex-Exec Secretary/Other
F5-F5-Food Services

F25 -FS5-Food Services (20 yrs)

## Indicates Parent-level classes

1m

~> Click the
L double>> arrow
button
<Back Cancel

Select classes to process

## Indicates Parentewel classes

<4

## Al Classes - All Classes

## BO-ALL - Al-Bus Drivers

## E-ALL - All-Administration Classified
## F5-ALL - All Food Services

## OP-aLL - ALL-Office Professionals
## PR-ALL - ALL-Frincipal ES, MS, & HS
## SE-ALL - All Security

## TE-ALL - ALL-All Teachers

BD - BED-Bus Orivers (12 ma)

BOT - BDT-Bus Drivers (10 ma)

Cl - CU-Custodians

EM - EM-Exempt Classified

11

Ex - E¥-Exec Secretany/Othe

FS-F3-Food Services
FS5-F553-Food Services (2

It will go to the
right side, then
click Next

<Back et
>

Cancel
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Selectemplovess to process
Emp# Emp Name - 5 Emp# Emp Name
419NAADOBO Account Tech Accounts Rec| =
419NABD020 Account Tech Depository A
418NABO030 Account Tech Grants 419N -
419NABO040 Account Tech Subsidiary 41
4800P60010 Admin Secretary Tech Serv S
419NAADD10 AP Specialist 419NAAD010 < ‘) It will go to the
569MNABOO10 Assistant Buyer S69NABOO » right side, then
446NABOO10 Benefits Specialist 446MNABI D— click Next
451AAC0011 Chief Financial Officer 451/
419ABD0011 Director Budget 419ABDO0
419AFNO011 Director Financial Services ™
Selected 0/76
roe to recalculate
[v SIncILh:Je positions associated with request packages!
<Back Cancel
Click the
double>> arrow
button
It will go to the
right side, then
click Next

-
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