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School BRC Users 

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

desktop, click on the Start button located on the bottom left of your screen   . Select 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 School Users log in, they will see two PlanBook templates: 

 

 

These are the 
templates 
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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 School BRC from working on the Planbook at the same time you are entering your data.  

To check out:   

1) Click on the School Allocations 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 

 

 

 

 

 

 

 

 

 

 

 

#3 

#2 

#1 

If the Planbook is checked out by 

someone else their name will 

appear here. You can still view the 

Planbook as a Read-Only file, no 
changes can be made. 
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School Allocations 

 

 

 

The School Allocations template shows the derivation of their allocated budget; this is the amount they 

are allowed to spend for their discretionary expenditures in the upcoming budget year.  In the example 

above, you can see that based on the average High School Student FTE, this school have an initial 

allocation of $55,625.  If the user has discussed an FTE Trade, this too would appear on the screen. 

The only line to modify on this template would be the account labeled D1065. If the school has a 

Trade, there would be a value of 1 in the column labeled Annual Fy 2012.  The school has the option to 

accept or not accept it by indicating a value of “0=No” or “1=Yes”.  If the school changes the value, 

they must also add a Note for any comments. This is achieved by right clicking on the account D1065, 

and choosing Notes. There is no other input required in this template. The information provides an 

explanation, and the formula of their approved allocation.   

The school must also contact Budget Department of their changes to the Trade to reset the Budget 

Allocation for their school. 
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Discretionary Expenses – School BRC Template 

 

 

 

The “Discretionary Expenses – School BRC” template allows the user to modify their Discretionary 

Expenses.  

 

 

 

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

 

Bottom portion of 
your screen has the 
3 Year Actual and 
the Current Adopted 
Year. 
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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 School BRC users to update their expenses. To input data expenditures, they 

need to be at the most granular base level entity (AU) level.  Thus, highlight the account for which a 

modification is desired.  Right Click on the account, and chose “Entity Mode”.  All AU’s within the 

Program will be displayed.  

 

 

 

 

1) For example, 

highlight or click on 
account 5220 

2) Right click, then 

select Entity 
Mode 

3) Or, you can 

highlight the 

account, then click 
on this icon 

4) The account that was selected is now shown for all Entities (AUs). At this 

level, the background appears white, and the user can input the changes 

desired.  If it has another highlighted color in the background, it is a 

read-only field, and cannot be changed. 

 

 

If you would like to see any 
additional accounts; the user can 
click on the “Hidden Accounts” 
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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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 right clicking on the accounting unit and choose Notes.  The user 

now has the opportunity to include an explanation, justification or additional information into that 

specific budget account. 
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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 into the account line, and write a Note.   

 

 

IMPORTANT: 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.  

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

To Save 

You can click on the Save icon located on the top left menu bar.  

 

 

To save input 

Type in the breakdown here and for each 

line item indicate the description and how 

much it will be. Then click on Save button. 
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To go back to Account Mode: 

Once you are done entering the amount from the Entity Mode. You need to go back to the Account 

Mode. 

To return, right click, then choose “Account Mode” or click on the icon on the center menu bar.   

 

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

 

 

 

 

 

 

 

 

 

 

 

 

Click this icon to go 
back to Account Mode 
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Changes, Recalculations of Planbook, and Rollup 

Note that making changes generate a set of cog wheels in the left top corner.  This indicates that 

changes have been made at a lower Entity (AU) level, and a system Rollup is required to bring the 

impact of those changes to the user’s 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 “NET BALANCE” account shown at the bottom 

of the template accurately reflects computed data. 

 

 

 

Cog 
Wheels 
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The User should press the “Set All” button, and verify that the Entity reflects the user’s highest level of 

entity access (e.g., Program) before pressing the “Rollup” button.  After a Rollup, the cog wheels will 

disappear, and the user can be assured that the value shown for the “NET BALANCE” account at the 

bottom of the template is accurate. 

This screen will 
pop up.  The bars 
will “grind” the 
data, when it’s 
done the 
Completed 
button will light 
up. Click on 
Completed 
button to exit 
this screen. 
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After the refresh it will roll up the values in the discretionary expenditure account and provide an up to 

date Net Balance, and the cog wheels will disappear. In this example, the Discretionary Expenses does 

not exceed the Allocated budget by $4,676. This tells the user that they still have $4,676 to allocate 

within their Discretionary Expenses before submitting the budget for approval. 

 

 

 

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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Workflow Status (Check in) and Exiting PowerPlan 

When the User is ready to submit their budget to the next Stage Approver, they must right click on his 

Entity (AU), and the Entity Information screen is displayed. 

 

The User will have the ability to update the current Workflow Status so that it reflects the next 

applicable stage of the budget process.  Once the workflow status has been updated, an email 

notification will automatically be distributed to the budget team so that they can notify the appropriate 

next reviewer.  The user should be aware that once they have changed their Workflow Status, they will 

be prevented from making further edits unless a reviewer later places the budget back into the initial 

stage whereby it is again accessible to the user for additional changes. 

To Exit PowerPlan 

Click on the  on the top right corner of your screen. Then click on the Yes button. 

 

Budget Contacts: 

 

Irene Calip – 571-1326 (x1326) 

Jodie Slaughter – 571-1217 (x1217) 

Robin Derby – 571-1210 (x1210) 
Rosalind Medina – 571-1212 (x1212) 


