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Budget Development Form Instructions & Best Practice Guidelines
Form Purpose and Description

This form was created to assist users in the budget development, modification and review process. The form is called Budget Development and is available in both Hyperion Workspace and via the Smart View add-in in Microsoft Excel.   
The form consists of several sub-forms, below are the details for each:
· Budget Upload – This form can serve multiple uses.  A user who develops their budget outside of the Planning application could use this form as a consolidated entry point, rather than having to enter data on multiple forecast forms.  This form could also be used to review & modify a budget after it has already been entered through the traditional multi-form/rule driven approach.  The form populates with all Forecast Entry Lines for the selected FLEG.  This includes dollars, FTEs and Statistics.  

One key difference between this entry form and others available in the Planning tool is the business rules that populate when data is saved.  The only business rule that runs on this form is the Fringe Benefit calculation rule.  Modifying Statistics or FTEs on this form will not directly impact a change to the associated FEL dollars.  

Please note:  If you are using this form to modify Federal Fund or Non-Federal Fund expense FELs you must go to Form 5.3 (Modify Indirect Cost Recovery Rate - Federal) or Form 5.4 (Modify Indirect Cost Recovery Rate - NonFederal) and “Save” on the form.  Running “Save” on the Form will run the rule necessary to populate the Indirect Cost - Federal FEL or the Indirect Cost – NonFederal FEL. 

· Budget Analysis – This form provides users with the tools to analyze their unit’s budget.  The top section of the form shows the full budget for the selected unit.  The bottom section provides metric and other data points for review.  Some examples of the metrics/other data are Collection Rates, Expense Metrics, and FTE metrics.  The form also includes several new summary and variance columns to assist the review process.

· Budget Analysis Metric – This form is a summarized version of the Budget Analysis form and only displays the metric data. 

· FY18 Forecast by Fund/FY19 Budget by Fund - These forms summarizes the FY18/FY19 forecasts by major fund groups.  The content on these forms is similar to the Budget Analysis form. 
Best Practices and Form Use

Initial Budget Creation & Modification

The Budget Upload report on the Budget Development composite form can be used as an alternative to the traditional budget entry process.  The traditional budget entry process consists of entering budget on forms for each major revenue, expense and statistics group.  The traditional budget entry process forms utilize several business rules to assist in the creation of your units budget (Business_Rules_ On_ Forecast_ Forms document has the details for the business rules).  The Budget Upload sub-form provides a consolidated budget entry point that only utilizes 2 business rules:1)Fringe Benefit Rule, 2) Allowance rules.  
Below is the recommended process for entering your budget using this new form:
1. Enter non-Cohort Statistics on form 2(Enter Statistics).  When this form is saved 3 business rules will generate revenue dollars for your unit and run a rule to populate the Adjusted Cases statistic. 
2. Enter FTEs on form 3.1 – 3.35.  Once FTEs are entered and submitted payroll business rules will generate the calculated salary and fringe benefit amounts for your unit
3. As needed – Modify Indirect Cost Recovery Rate on either form 5.3 (Federal) or 5.4 (Non-Federal).  If a change is made to Federal or Non-Federal fund expenses, form 5.3 and 5.4 must be opened and “Save” selected to run the necessary business rules.  
4. Open the Budget Development form and modify each FLEGs budget as needed. 

Important Notes

· All forms pull data from the same database.   Data submitted on any form will populate on all other forms.  For Example:  Medical Surgical expense dollars submitted on form 4 will appear on the Budget Upload form, and vice versa.  

· Anytime statistics and FTEs are modified on the Budget Upload form users need to be aware that no business rules will run to modify budgeted dollars.  The dollar adjustments will either need to be made manually to the associated FELs, or users will need to modify FTE and stats on the appropriate form (2 or 3.1 – 3.35). 

[bookmark: _GoBack]Access Instructions – Hyperion Workspace

1. Log into Hyperion Workspace using the following url (note Mozilla Firefox or Google Chrome work best):  
https://planning5-a432876.pbcs.us6.oraclecloud.com/workspace
The user name will be your unique name.  The password will be your Oracle Cloud account password. 
[image: ]
Note – If this is your first time accessing workspace you will need to enter the Michigan Medicine Identify Domain:  a432876    You will also want to check the box next to “Remember by choice”
2. Select the Data tile  

[image: ]
3. Expand the Forms and Forecast Folder
[image: ]



4. Scroll through the forms selection to the bottom. Select the Budget Development form, which will be near the bottom of the list. 
[image: ]

5. The 5 tabs/sub-forms should now be visible.  
[image: ]






6. Select FLEG and Fund groupings using the two drop-down selections.  Please note – FLEG selections will carryforward to all tabs.  Fund will need to be individually selected on each form.  
[image: ]

7. When navigating either the FLEG or Fund selection screen you have multiple options for finding your selection
a. “drilling” through the hierarchy.  You select each member of the hierarchy and it will take you to the next level down.  In the sample below, you first select Michigan Medicine, then Clinical Enterprise, CW, then the FLEG CW Pharmacy.   Once you find your FLEG you can select the check mark next to the member you want.  
[image: ]
  
b. You can also search for a specific FLEG name by using the search bar.  Type in your unit’s name and then select enter.  Once your member is found you select the check box next to the name. 
[image: ]

8. Once you have selected your FLEG and fund, you need to update the form by using the two arrow buttons.  You need to select the button for both the Department and Funds dimensions. 
a. Note – DO NOT USE THE REFRESH BUTTON, ONLY USE THE ARROWS TO REFESH YOUR WORKSHEET.  It will refresh your form using the prior selection of your FLEG and fund. 
[image: ]

9. The Budget Upload tab can be used to develop and modify each FLEGs budget.  Once the FLEG and Fund grouping is selected use the scroll bars to find the desired FEL and period.  Data can be entered on any white cell.  The grey cells are protected because either they are summary lines, or the FEL is managed through Central Finance. 
[image: ]

10. Once data is entered in a cell it will turn yellow until it is submitted.   To submit the data select the save button.   Note – a saving data notification will display until the data is successfully submitted. 
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11. Once data is successfully submitted a message box will appear. 
[image: ]




Access Instructions – Smart View

1. Open Excel and select the Smart View ribbon.
[image: ]

2. Select Panel and then Private Connections
[image: C:\Users\jjjansen\AppData\Local\Temp\SNAGHTML14f53b1.PNG]
3. Select planning5-a432846.pbcs.us6.oraclecloud.com from the Private Connection drop down
[image: ]
4. Select the + button next to the Planning – Planning5 connection
[image: ]
5. Enter your unique name and your Oracle Cloud password, then select Sign In.
[image: ]
6. Expand the sever connection until you see all of the forecast forms. [image: ]

7. Select the budget Development form, then select the Open Form button.

[image: C:\Users\jjjansen\AppData\Local\Temp\SNAGHTML1e96c05.PNG]
8. Once the form is open you can select the 5 tabs/sub-forms using the sheet selections at the bottom of your Excel window. 
[image: ]
9. Data can be entered and submitted through Smart View using the Budget Upload tab.  Once the FLEG and Fund grouping is selected use the scroll bars to find the desired FEL and period.  Data can be entered on any yellow cells.  The grey cells are protected because they are either summary lines, or the FEL is managed through Central Finance. 
[image: ]
10. Once data is entered in a cell it will turn dark yellow until it is submitted.   To submit data, navigate to the Smart View ribbon, then select the Submit Data.
[image: ]
11. Once data is successfully submitted the data cell will return to light yellow.
[image: ]


[bookmark: _Toc507746665]Smart View Settings

[bookmark: _Toc507746666]Updating Alias Table
The first time you connect to the PBCS application you will need to change your Alias Table settings. 
1. Open a new Excel workbook. 
2. Select Private Connections within the Smart View Panel
[image: ]

3. Select the planning5-a432876.pbcs.us6.oraclecloud.com connection from the dropdown
[image: ]
4. You will now see 3 PBCS private connections
[image: ]
5. Right click on the Forecast application and select Connect
[image: ]

6. Enter your user name and Oracle password in the Login screen, then select Sign In
[image: ]
7. After you select Sign In, the Login widow will close and you will be connected to the application
8. Select the More>> option from the bottom of the Smart View Panel
[image: ]

9. Select the Set alias table option
[image: ]

10. Select the Default option in the alias table window
[image: ]

11. This action will need to be repeated for the Cohort application.
[image: ]

[bookmark: _Toc507746667]Suppress Missing Data Options
1. Open Excel and select the Smart View ribbon.
2. Select Options
[image: ]
3. Select Data Options section along the left side of the Options window
4. Uncheck all boxes in the Suppress Rows section
5. Uncheck “Suppress Missing Blocks” which is near the bottom of the Options Window. 
[image: cid:image006.png@01D392D4.994A1ED0]
6. Click on the down arrow next to “Ok”
7. Select “Save as Default Options”
[image: cid:image010.png@01D392D0.F0D1F1E0]
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