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Hyperion Planning Training

How to log into COOGPLAN

Hyperion Test: http://hdwappt1.uhs.uh.edu:19000/workspace/index.jsp

Hyperion Production: https://hyperion.uh.edu/workspace/index.jsp

How to access HYPERION video link:

Login: https://www.uhcl.edu/login?Allow=E&ReturnUrl=https://www.uhcl.edu//human-
resources/hr-training/resources/hyperion.aspx

Below are the videos available after you login:

Budget Hyperion & Planning Module

{0t of i

How to run reports

How to pick-up vour daily report batch

How to navigate the Search and Enter Budgets form
How to add a new cost center

Budget Balance Check

Budget by Department with Graph

Budget vs Actuals Inquiry

Report Book

Workspace-Task list status v2

Change History

CoogPlan(Hyperion Planning and Budget) Training Manual


http://hdwappt1.uhs.uh.edu:19000/workspace/index.jsp
https://hyperion.uh.edu/workspace/index.jsp
https://www.uhcl.edu/login?Allow=E&ReturnUrl=https://www.uhcl.edu//human-resources/hr-training/resources/hyperion.aspx
https://www.uhcl.edu/login?Allow=E&ReturnUrl=https://www.uhcl.edu//human-resources/hr-training/resources/hyperion.aspx

CoogPlan Homepage

Mavigate File View Favorites Tools Help

A B - Explore

fShared Workspace Pages/HomePage

[r—

e '| : ~ = ————
Recently Opened }/ﬁ.._'_ Quick Links
| Expense Detail Favorites
A COOGPLAN Applications
D fund_type_description. txt Planning.

(] Budget Summary Report by Fund and Cost Center (Pivot Friend] -
. g H ® v 4 COOGPLAM
2if] Revenue Summary

Revenue Detail CC

] Revenue Detail

| Expense Detail CC

| Budget Summary Report by Fund Group
| Budget Summary Rpt by Budget Mode
;—F Open...

o CoogPlan takes you to Task list (data entry forms)
o Explore takes you to reports
My Task List: You will see 4 Folders:

1. Budget Cycle Activities

2. Budget Cycle Inquiries

3. Budget Reference Materials

4

. View Historical Data

HomePage

Forms

My Task List

P P Budget Cycle Activities

p P Budget Cycle Inquiries

b P Budget Reference Materials
b B view Historical Data




1.

Budget Cycle Activities

Budget Cycle Activities: A task list where you will find your assignments. On this page you willalso
have the option to navigate to your entry forms.

Under Budget Cycle Activities you will see three search and entry forms:
A. Search and Enter Budgets
B. Search for Positions or Employees

C. Position Maintenance

|+ Forms Task List Status.

Task List Status - All

Task List Tasks - All

¢ Bameh wd Evr Suigats Qi 2T

“Beanth for Prssons o Emoyees

[ 1 Buiget Cyrie nquines

)l

1 Be @ [IRER ©
S e & g

w g e R w

A. Search and Enter Budgets: On this page you will see all current cost centers that you have

access to. You can also choose to view one cost center at a time using a member selection
(Chartfield) such as by DEPARTMENT, by FUND or by PROGRAM. Budget can also be updated
from white cell column on PROPOSED fiscal year.

(NOTE: Report available to view cost center with the Modified date 09/01/YY (Current FY). Report
displays all the cost centers that are active and have no dollar amount. Further discussed in Budget
Reference Material.

| [ P et . _______________________________________________________________|

¥ Forms Task List Status

My Task List Task - Search and Enter Budgets Task Instructions
w P Budget Cycle Activities -

» © search and Enter Budget:
b sarch.and Enter Budgets Search by Department Search by Fund Search by Program

[» ® Search for Positions or Employees
> © Position Maintenance

= Scenario’Budget

I3 IN—‘Budgetcycle Inquiries :”v 2

| © Budget Reference Materials S I N £330 S (S 1)

> P view Historical Data T Base fEroposed Change |

b Poicoet ameesRenoits 1054 - E & G State Support-Fd 2UH | | B5038i - L3-5&W, EXEMPT STAFF | 894,861 704,950 | (189.911)|
B5039i - L3-5&W. NON EXEMPT STAFF | 91,590 | 91,590 | 0|
Expenditures | 986,451 | 796,540 | (189.911) |
Balance

| B5038i - L3-5&W, EXEMPT STAFF 523,100 523,100 0|

B5039i - L3-5&W, NON EXEMPT STAFF | 131.304| 131304 0|
Expenditures | 654,404 | 554,4043 0
Balance

e Add a Cost Center: By placing your cursor on a white cell and right clicking, you will begiven
the option to ADD COSTCENTER.

* How to add a new cost center - (How to add a CC video) to open the link press Ctrl and click
on the blue font


http://www.uh.edu/finance/Departments/Budget/How%20to%20add%20a%20new%20cost%20center.mp4

= Forms
My Task List

Task List Status

v B Budgel Cycle Aclivities
|» ¥ Search and Enter Budgets

I B search for Pasitions or Empityeed

I+ ™ pasmion Maintenance
b B Budger Cycle Inquines

1, Scenario Budgel

I+ ¥ pudget Reference Materials
I ¥ view Historical Data

FYis |

I» ¥ Budgel Officer Reports

[E) Acd CostCenter
[F1 Aca GroupCe CostCenter

[ Video Training for Search and Enter Budgets Form

[@ viden Training for Adding a New CostCenter

= i —

ul CostCenter

Frompt Text value

HA0EE - L3-BEW, EXEMPT STAFF
D5039i - L3-58W. NON EXEMPT STAFF
Expondures )
Balance

D5038i - L3-S8W. EXEMPT STAFF
B503% - L3-SEW. MON EXEMPT STAFF
Expenditures

Halance .

B4004i - OTHER FEES

Revenus

BE00%i - L3-MAINTENANCE AND OPERATIONS
Expenditures

=" T Entity Department ["FE_roose~

fre_nooar

= ~ Proaram Code i

[eanony

Steps:

a3

Fill in Entity Department, Fund, Program and Budget Account. (You can do so by keeping the same

formati.e. “FE_HXXXX", “FC_XXXX”, “PR_BXXXX_730” and just change areas that have X’s).

2. Tofillin the Program Code click the search drop down menu to the right.

Runtime Pr —

Member Selection

Dimensions

ariabl

Iy

——

0474

Member Name

> B v SR o el

Member Name

~ Program

= Program

P> PR_EO474_730

PR_DO474_730

C2D

<
Remove

P> PR_HO474_730

P PR_GODA74_730

<L
P> PR_DOA74_730 Remowve All

P PR_B0O474_730

Use the smart search tool to search for program
Highlight the program

Click Add

Scroll Down, Click OK

o o >~ w




Tank List Status

| Wemmts - Sewmssiy el Etes Diebgets Task bomtetions

ST Y DODRTIIIATE D S e e e

untETe. UrACaC

— ||+ PFrompt Text

Crggren | coven |

7. Once Department, Fund, Program and Budget Account are entered press LAUNCH.

8. At this point you have added a cost center, remember to SAVE.

e Add a Budget Node: Go to the account code chartfield/member (budget node) and right click, you
will see ADD BUDGET NODE option. You will also be able to add budget node from Cost Center
Summary page.

Forms

My Task List

w I Budget Cycle Activities
| & Search and Enter Budgets
[> ™ search for Positions or Employeed
> ® position Maintenance

p B Budget Cycle Inquiries

> B Budget Reference Materials

P B view Historical Data

B P Budget Officer Reports

Task List Status

Task - Search and Enter Budgets Task Instructions

Search by Department Search by Fund Search by Program

(5, ScenarioBudget

e = s

- Fr18 Fr1g Fr1g
4 Account Chartfield
ey, - Base Proposed Change
0> 8.0 Statesnppart hd U] | B5038i - L3-S8W_EXEMDERIAFE /a4 BA1 7n4 Qs (189,911)
 B5039i - L3-S&W = 0 0
Expenditures [3 Add Budget Node (189,911)
Balance D
[ B5038i - L3-8 2 osteenter 0 0
B5039i - L3-S8W 3 Agd GroupCC CostCenter D4 0
Expenditures 1]
Balance [& Video Training for Search and Enter Budgets Form
i [ B4004i - OTHER )]l 0l
......... [@ Video Training for Adding a New CostCenter i

e View Cost Center Summary: To view individual cost center information, place your cursoron
Program member and right click you will see an option to VIEW COST CENTER SUMMARY.

= Forms

Task List Status

My Task List
w B Buaget Cycle Activities
[> ™ Search and Enter Budgets

[ ®* Search for Positions or Employee:

P> ® position Maintenance
23 » Budget Cycle Inquiries
P P Budget Reference Materials
| 2 i':‘\/lew Historical Data
- ¥ Budget Officer Reports

Task - Search and Enter Budgets Task Instructions

Search by Department Search by Fund Search by Program

- — =, Scenario:Budget
[— S L ke )
___________________ FY18 FY19 FY19
ol Base Proposed Change
1054 - E & G State Support-Fd 2-UH | I ‘ B5038i - L3-S&W. EXEMPT STAFF 894,861 704,950 (189,911)
e 91,500 91,500 o
986,451 796,540 (189.911)
[ View Cost Center Summary
(24 Add CostCenter 23 100 523100
131,304 131,304
4 Add GroupCC CostCenter 654404 654 404
I [& Video Training for Search and Enter Budgets Form | (400) 400) | 0
[& Video Training for Adding a New CosiCenter |- ! (40?}1 (403]1 & |

Things you can do in View Cost Center Summary:

o Edit/Adjust Budget on Proposed Fiscal Year
o EditFTE

o Double check that your cost center has enough Budget & FTE to cover allocated salaries.



i  Forms Task List Status

My Task List Task - Search and Enter Budgets  Task Instructions
¥ pudget Cycle Activilies Search and Enler B orm > Cost Center Summary Fom
e —_—
Baurchsnd EmtarBucguts | ] Fund 1064 - E & G $tate Support-Fd 2UH  Program| B0 - ENGINEERING S1
EMPIoyEes || v Buaget Pl Enery ) T Salary Expenses by Sudget Hode
Actual | Budget T "~ Budget T Budget £, Scenario Budgel
FY18 FY18 FY19 FY13 T i [
Final Base Fropaged Change Propesed
Budget Poal L Budget Poal Butget Aliocated | ABocated
Amaunts Amaunts i e ) Amoums — spcmnd | e | pogive tob
Revenus Tutal | | i | | | oz ABI T2 TS50,  I9az0ea
BE006i - L3-SALARY AND W Tt 131,303 20 S00 080
BE03S - LI-SAW, EXEMPT 209,738 523,100 2478 523,100 24.28 a 614,582 32 1050 3982168
BE03% - L3-S&W. NON EXE 22,339 131,304 650 131,304 .50 0
Expanses Total 232079 654,404 30.78 658,404 30.78 0
feceounts Toul [202079] @ EMAM] _30.78) _SsiAM] _30.78) 9]
Pos ot Ssmrar
YScenario Buaget
—— FY18 FYia
Employes Hame &0 Base Proposed
S i Parcantags | ABocatad Job | ASocatad Job Homs Parcaniags | ABocated Job | Aliocated Job Home
- Ll Mlocation Amount FIE Departiment Mlocation Amount FIE Departiment
| B } msassi 100 000 E3.TE4 00 1.00 100 000 &3.784.00 100 HOOTE - ENGr L
) } | Bsossi 100.000 1.200.00 1.00| 100.000 1.200.00 1.00 | HOOTE - ENGr L
| }  msoam 100 000 £5.565 04 100 100 000 £5.565 04 1.00 | HOOE6 —~ DEAN.
| | J-E 100.000 50.152.36 100 100.000 50.182.36 1,00/ HOOTE - ENGe L

*** HOME DEPARTMENT section allows user to see where position is housed (also helpful for split
funded positions).

NOTE: If this is a salary cost center that is currently active and contains employees you will have the option
to edit positions or employee information from the Cost Center Summary Form.

e To Edit Employee Information right click on the employee you wish to edit. Once again you will get
a drop down menu where you will see EDIT EMPLOYEE JOB INFORMATION. This will be further
discussed in Search for Position or Employees section (B).

e To Edit Position Information right click on POSITION member you wish to make changes to. You
will get a drop down menu where you will see EDIT POSITION INFORMATION. This will be further
discussed in Position and Maintenance section (C).

e How to navigate the Search and Enter Budgets Form - (How to Navigate search and enter Budget
video link)

B. Search for Position or Employees: On this page you will see all employees under a particular
area (college/division) with their present-day position. Using quick search you have the following
options: Search by Department, Search by Employee and Search by Position Number.

I emerace | coocpLan - Tasc st satos |

 Forms Task List Status
My Task List Task - Search for Positions or Employees Task Instructions
w F Budget Cycle Activities :
¥ Search and Enter Budgets =
- J Search by Department Search by Employee Search by Position Number
S Search for Positions or Empley 1 1
) © Position Maintenance i Seenario:Budget 14 Program:Unspecified Program
b ¥ Bugget Cycle Inquiries [— |
P © Budget Reference Materials Fy19
b P view Historical Data : T F:‘E'P:Q:d = e
& " elau eel nnual >alal nnualize
[ ¥ Budget Officer Reports Position Type | Salary Basis o ¥ St i Comp Rate Rate
Single Incumber Morttly | 000 12Months | 633B33| 7600008
Single Incumben Manthly | 40.00 | 9Payd | 558144 50.232.96
Single Incumben Monthly 40.00 | 12Months 833334 100,000.08
Single Incumben Muﬂthl\_f 4_0.[][_] 12Mun_ths 1[]"175.00_ 125,7[_]0._00
Sngle ncurberonrly | 4000y | 63500 765000

o Edit Employee Job Information: To edit employee job information from the main page
(Search for Positions or Employees) right click on Employee’s Name. Here you will see an
option titled Edit Employee job information


https://www.uh.edu/finance/Departments/Budget/How%20to%20navigate%20the%20Search%20and%20Enter%20Budgets%20Form.mp4

I enctaoe | coocpLan-Task it status < |

| Forms

Task List Status

My Task List
\d fj Budget CYC\E Activities

¥ Search for Positions
|» ® position Maintenance

b  Budget Gycle nquiries

» ¥ view Historical Data
b P Budget Officer Reports

Steps:

& Search and Enter Budgets

b ] Budget Reference Materials

Search by Department Searc
or Employ| 1

E—

Task - Search for Positions or Employees Task Instructions

h by Employee  Search by Position Number

[, Scenario:Budget

) Program:Unspecified Program

EYi3
Proposed
Position Type | Salary Basis Defaﬂiw:ek\y Anﬂ;;lesailary Comp Rate Aﬂgj:tl;zed
I J Single Incumbe Monthly 40.00 12Months 633334 7600008
- Single Incumben Monthly 40.00 9Payd 558144 50,232 96
[ Edit Employee Job Information Single Incumben Manthly 40.00 12Months 83333 100,000.08
Single Incumben Monthly 40.00 12Months 10.475.00 125,700.00
‘ I Single Incumben Monthly 40.00 9Pay12 6,375.00 76,500.00

1. Right click on Employee Name, then click Edit Job Information (Hours, Salary Basis and Annual Salary

Spread).
B Homerace | coocPLAN - Task List Status *

* Forms

Task List Status

My Task List

v P Budget Cycle Activities
® Search and Enter Budgets
¥ Search for Positions or Employ

> © Position Maintenance

I gﬁudgel Cycle Inquiries

> P Budget Reference Materials

» B view Historical Data

) B Budget Officer Reporis

Task - Search for or Ei

! Task
Position Search Form > Edit Job Information

[, Scenario-Budget . Position| [ .2 Employee:Akay, Yasemin - 0986677_ID

¥ Job nformation

i, 4 Prior to Changes Prior to Changes /-\CHthomy Al Priorities

{ Department Chartfield ) anges

N 5

e — — - Dehﬂiuwm“”y Salary Basis A"”;:f;:"’y Position Type | Job FTE Comp Rate A”’;‘:t!”d ‘:R":‘m" A”'g‘:l":“ Comp Rate A"”F:;';zed
o Y

FY18 Current 40.00 Monthly 9Pay9 Single Incumben 1.00 5,681.44 51,132.96 568144 51,132 96
FY18 Base 40.00 | Monthly 9Pay9 Single Incumben 1.00 5.581.44 50,232.96 5,581.44 50.232.96
FY19 Proposed 40.00 | Monthly 9Pay9 Single Incumben 1.00 5,581.44 50,232 96 558144 50,232 96
FY18 Change 0.00 0.00 0.00 0.00 0.00 0.00

selecting ADD PRIORITY from drop down menu.

Steps:

1. Right click on Department member and select ADD PRIORITY from drop down list.

Forms

My Task List

' P Budget Cycle Activities
© search and Enter Budgets
“* gearch for Positions or Employ

P ©* Position Maintenance

b ¥ Buaget Cycle Inquiries

3 P Budget Reference Materials

» B view Historical Data

> B Budget Officer Reports

Task List Status

Task - Search for Positions or Employees Task Instructions

Position Search Form > Edit Job Information
[ Scenario-Budget

Add/Remove Priority: You can add a priority by right clicking on department chartfield/memberand

-, Position l 2 Employee -Akay, Yasemin - 0986677_ID
¥_Job Information
----------------- Prior to Changes Prior to Changes @hprmmy All Priorities

r . anges

:\._E_Dip_a"me“' Chanﬁi‘i_’_-’ Defax}{l:::lseekly Salary Basis AnnSu:\reE;i\ary Position Type Job FTE Comp Rate Am;;z';zw CR:':;P Ann;:::w Comp Rate A"E:::Ed
FY18 Current 40.00  Manthly 9Pay9 Single Incumben 1.00 568144 51,132.96 568144 51,132.96
FY18 | Base 4000  Manthly 9Pay9 Single Incumben 1.00 558144 50,232 96 558144 50,232 96
FY19 | Proposed 40.00 | Manthly 9Pay9 Single Incumben 1.00 5.581.44 50.232.96 558144 50.232.96
FY19 | Change 0.00 0.00 0.00 0.00 0.00 0.00

% [y Add Priority H

2. Left click on Member Selector Icon to search for list of priorities



Runtime Prompts - Add a Priorty to Employea
Frompt Text value

3. Click on search drop down menu

Runtime Prompts — Add a Priority to Employee
Members ‘Variables
|- a0 3 B 7 & ‘o @) |

Member Name Member Name

4l

~ Priorities ~ Priorities
B P_FCO P_FME
>

b P_FEQ Add

B P_FME Remove

i}

38
b P_FPR Remowve All

B P_SME

Help O

. Highlight priority type
. Press Add

o o s

. Press Okay
. Then LAUNCH

Navigate File  Edit

\'

#A & = Bplo

HomePage | COOGPLAN - Task List Status *

Forms Task List Status
My Task List Task - Search for Positions or Employees Task Instructions
lial B;udget Syieadiiies) Position Search Form » Edit Job Information
& bk e EntstrVEudgets [, Scenario:Budget )A/AF‘usiI\on‘ ! . Employee Akay, Yasem
Search for Positions or Employ| ¥_Job information
P ¥ position Maintenance
I3 =] Budget Cycle Inquiries Prior to Changes Prior to Changes ﬂlh;'.‘;g;y All Priorities
» © Budget Reference Materials Default Weekl
ly z Annual Salary Annualized | Comp | Annualized Annualized

> P View Historical Data i Salary Basis Spread Position Type Job FTE Comp Rate Rate Rate Rate Comp Rate Rate
b # Budget Officer Reports FY18 Current 40.00 Monthly 9Payd Single 100 568144 51,132.96 560144 5113296

FY18 Base 40.00  Manthly 9Pay9 Single 1.00 558144 50,232 96 558144 50,232 96

FY19 | Proposed 40.00 | Monthly 9Pay9 Single 1.00 5,581.44 50.232.96 5.581.44 50,232.96

FY13 Change 0.00 0.00 0.00 0.00 0.00 0.00

| N
¥ Edit Priorities
& Years:FY19 : [, Version:Proposed
Annual Priority
Comp Rate e
\1 | P_SME - Staff Merit 1,000 J

8. Add a dollar amount to the priority
9. SAVE



e You can also REMOVE a priority

¥ Edit Priorities.

________

P ‘ﬁ‘r’earsf‘(‘lg
*Priority Chartfield )
o —_,-ﬂ' Comp Rate Annual Priority
"""""""" oy Amount
HOO66 - DEAN, ENGINEERING | P_SME - Staff e 141 41 1,000.00

1 Remove Priority

Edit 4
Adjust »
[ comments

Supporting Detail

+
i

& Change History

& Attachments

Steps:
1. Right click on Priority
2. Click on Remove Priority
3. Remember to SAVE

NOTE:

Edit Position Information: You can also edit Position Information from main page (Search for
Positions or Employees) by right clicking on the desired position where you will see an option titled
Edit Position Information. This is further discussed in Position Maintenance section (C).

C. Position Maintenance: On this page you will see all active positions with current employees. You
have the option to do a Smart Search by Department ID, Employee or Position Number.

e ey ________________________--I

Task List Status
Task - Position Maintenance  Task instrucbans
= Search by Department  Seach by Employes  Search by Positan Numiber
| # Position Maintenance IEyscenang Buaget
I B Bunget Cycle inquine | | S
b Budge! Hete FY18 | FY13 | FY13
‘ Current Bass Fropozad
[ Default W Annual Sali | Default W Annual Sal | Default Weekly | Annusl Sala
; P ¥ Budge! Ofcer Reports | | s H;mﬂw_ "S";Esﬂw Comp Rate Ho.‘":@”’)‘ !w,d‘“’ | BomeRue || HD_‘,,; )'_ ";,_,,E?q g, | iComeRae |
0Op10733 POS | A}ﬂﬂD_lMunlh:; 1 P!_.?W % 4000 I?_Mun‘h;; | 28 B4 1(_ 40 001 12 0anths 28654 17
00010734 POS 4 0.00 12Months 0.00 0.00 12Months. 0.00 0,00 12Manths 0.00
H010735_POS | 0.00 12Months 0.00 0.00| 12Months | 0.00 0.00| 12Months | 0.00|
DO010736_POS 4§ q.ﬂU_i_ZMunlllu U._ﬂU_ U.qD 123onths U.Gl_! 0.00 |M|_l|h: | 0,00
00010737 _POS 4 » 40 00 12Months 10,894 00 4000 12Manths 10,475.00 4000 12Manths 10,475 00
Edit Position Information: To edit position information from the main page (Search for Positions or
Employees) right click on position where you will see an option titled Edit Position Information.
l Homerage I COOGILAN - Task List Status * Careh
* Forms Task List Status
My Task List Task . Position Malntenance Task instructans
g ot §
Search by Department Search by Employee  Search by Position Number
i ) i, Scenario Dudget
- i
FY18 | FY18 FY18
Current Base = Proposed
“-[1';::“1 M;:::” Comp Rate Ud’:;:’“w M'::f:“ Comp Rate mh’:‘_::‘:'”’ m;:‘lzlury Comp Rate
DOOI0TEI POS -| —l 4 Dﬂ 12Months. _' 29,227 :?5' 40,00 12Months | 28,654 17 40,00 12Months i 28,654 1
00010734 _POS _-| — | 0.00 12Months 000 000 12Months | 000 000 1iMontns 000
M Ps 3, Ean Postion Information l 0.00| 12Menths 0.00| 000 12Months | 000 0.00| 12Manths o
ANIATIR PNS .| 0 Af | A2Mnthe Ll 000 12Mnnths nnn i A 19Manths i

10



Steps:
1. Right click on position number

2. Click Edit Position Information

This will take you to a form where you can see the funding source of a position along with the percentage

allocation and FTE information.
e Here you can edit, add or remove a Funding Source

¢ Change Percentage Allocation

B et T cooapuan - Task st stars |

|| Farms Task List Status

| My Task List

Budgets

i ch for Pe

s or Employee:

Task - Position Maintenance Task nstructions
Posmion Mantenance Forms > Edi Posion Information
1L Scenano Budget

2 Position [

¥ T4 Poason Funang

- '* Position Maintenance

P — .
- : Percantage | Allocated Job | Allocated Job
B ¥ Buaget Sycie Inqu s Fimrn .
b B suaget Re : Current | 2064 - Dosig-Tutian I | Il § 5030 - LI-SAW, EXEMPT STAFF | 100.000 53.040.12 | 1.00|
b ¥ view ristoncs s .. MW= - - = A Total Current HR Funding 100 000 £3.040 12 | 100
b B puaget omcer Repors Baze 2064 - Desig-Tuition | DI s 2
Total Base Funding 100.000 §2.000.08 100
Proponad | 2064 - Dawg-Tubion B5038 - L1-S&W, EXEMPT STAFF 3 il
2091 - Dasig-Indeect Cast B5038i - LI-S&W, EXEMPT STAFF
Group GG Fund Group & BADI - LISAW, EXEMPT STAFF | [ Acd Funding Source

¥ Ve Job mtormaton for Posean

Prior 1o Changes
Job FTE

famalt Weeokly | oo
Hours | aaitian Type |

3. Right click on Percentage Allocation

Comp Rate

Tatal Proposed Fundsg
[ Change Funding Source

O Remove Funding Source
[y Add Group CC Funding Source

Al Prigrty Ch
Comg Rate

[ Change Funding Source to Group ©C
alized
Gl View Cost Center Summary Rate

Anmualized
Rate

4. Click on Add Funding Source from Percentage Allocation cell (base/proposed)

Runtime - Add F Source [==l
Prompt Text value
1l
&+ ~ Entity Department [PFE] ] oz
1 .~ Funa |"FC_2064" (e
| &* ~ Program Code ["PRI I730" Joma

( R

5. Add or Edit funding source
6. Click LAUNCH

T T coocrian ek e sav < | —

Forms

Task List Status

My Task List
w P Budget Cycle Activities
& search and Enter Budgets
© search for Positions or Employee:
[» © Position Maintenance
> P Budget cycle Inquiries
b # Budget Reference Materials
b P view Historical Data
b & Budget Officer Reports

Task - Position Maintenance Task Instructions

Position Maintenance Forms; Edit Position Information

£, Scenario-Budget -4 Position] }
¥ Edit Position Funding
Percentage Allocated Job | Allocated Job
Allocation Amount FIE
Current 2064 B5038i - L3-5&W, EXEMPT STAFF 100.000 53,040.12 1.00
— - Total Current HR Funding 100.000 53,040.12 1.00
Base 2064 | B5038i - L3-S&W, EXEMPT STAFF 100.000 52.000.08 1.00
e . Total Base Funding 100.000 52.000.08 1.00
Proposed 2064 - B5038i - L3-58\W, EXEMPT STAFF [ | 40000  20,800.03 0.40
2091 4| B5038i - L3-S&W, EXEMPT STAFF 20.000 10,400.02 0.20
Group CC Fund Group & Input H0406_L3 ENGINEERING PH | GRPCC_ENGR - Engineering - Fund & B5038i - L3-S&W, EXEMPT STAFF 40.000 20,600.03 0.40
et SR = = Total Proposed Funding 100.000 52,000.08 1.00

11



7. Change the Percentage Allocation (remember overall percent allocation must equal 700%,).

8. Press SAVE

[ RS, _________________________________________________ ]

Y Ferms Task List Status
My Task List Task - Position Malntenance Task lnstructions
w

Postion Mamenance F 0rrn>_=- Edit Position Infermation

Default Weekly
‘ Hours | Poution Typa |

In this section you can also:

e Change Funding Source

e Remove Funding Source

e Add Group CC Funding Source

e Change Funding Source to Group CC

Change Funding Source:

e Select Change Funding Source

Priar 1a Changes
Annualzad

e You will select appropriate Chartfield values (see screenshot below)

e Click on LAUNCH

Runtime Prompts - Change Funding Source

Prompt Text Value
f " T Change Funding Depl 1o "PFE r
1 T T Change Fund 1o TEC 2063

&7 T Change Funding Program o LS t 73w
.7 T Old Funding Dept L I
& T Ol Fund TEC_2063"

LT T Old Funding Program PR_[ B 730
& T version "Proposea”

LScenario Budget +_Postion | }
nnnnnnnnnnnn
| T Fanramag. [ Allocated Job | mlocs-u oo |
Allocatio Amount
rrrrr t | 2064 - Desig-Tuiti [ | 5030 - LI-S&W, EXEMPT STAFF | 100 onq 53,040 12 1.00
..... rant HR Funding 100000  53.04012] 1.00|
|LI 2064 - Desig-Tulian | —— b« LI-SEW, EXEMPT STAFF 100004 £2.000.08 | 1.00
o al Base Funding 109.000 52.000.08 1.00
| Proposed | 2064 - Dasig-Tu T 50301 - LI-SAW, EXEMPT STAFF | 4 [ 20 B0.03 040/
2051 - Dasig-indwrect c st ” i - L1-SBW, EXEMPT STAFF =
‘ s CC Fund Gron i - LI-SBW. EXEMPT STAFF (3 Add Punding Source
| Total Proposed Fundang |
| G Ghange Funding Source
‘ 0y Remove Funding Source
¢ e 15 formatun for Suskon

() Ad Group GG Funding Source
O Change Funding Source 1o Group GG

Gy View Cost Center Summary L

(E]

Remove a Funding Source:

e Select Remove Funding Source or Delete the value from the funding source that you want to delete

e SAVE
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Add Group CC Funding Source:

e Select Add Group CC Funding Source
e Search for Group CC Dept. by clicking member selector Icon and select Department
e Once department is selected click on ADD (See screen shot below)

e Click Ok

pts - UH roupCC (3]
Member Selection il ~
Dimensions

Members ‘“ariables
| - AP > kv SE o el [

Alias Alias
P Input HO404_ L3 BAUER COLLEGE OF BUSINESS PH Ps

~ Entity

P> Input HO405_ L3 EDUCATION PH
= "INput HO411_L3 NSM PH"

P> INput HO406_L3 ENGINEERING PH

1.

>
L Add
P Input HO407_ L3 HONORS COLLEGE PH 1
Remove
P Input HO408_ L3 HRM PH <L
| Remove All

> INput HO409_L3 LIB ARTS & SOCIAL SCI PH

P> Input HO410_L3 Laww PH

P> Input HO411_L3 NSM PH

P> INnput HO412_L3 OPTOMETRY PH

e Search for Enter Group CC code by clicking member selector Icon and select appropriate Program
e Once Program is selected click on ADD (See screen shot below)

e Click Ok

| Runtime Prompis - UHSAdaGroupCCAliacation
|Member Selection c
- - ]
Members ‘Variables
- v A P > G 7 T8 o ) | |
Member Name Member Name
b GRPCC_FED_SEOG

w FProgram

I SRPCC_HONORS GRPCC_MSM

B GRPCC_HRM >
Acid
B GRPCC_IT c
Remove
b GRECE = a2
P GRPCC_LAW Remove All

b GRPCC_LIB
> GRPCGC_NSM

I GRPCC_NURSE

b GRPCC_OQPT
e Then LAUNCH
Runtime Prompts - UHSAJAGroupCCAllos ation S e ]
Prompt Text Value
£ * GroupCc Dept "Input HO411_L3 NSM PH" i

.." * Enter Group CC Code | GRPCC_NSM [

e Once Group CC is added adjust your percentage accordingly
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Change Funding Source to Group CC:

Select Change Funding Source to Group CC

Runtime Prompits - UHSChangeGroupCCallocation

Prompt Text
&t ~ Change Funding Dept to GroupCC Dept
=+ =~ Change to Group CC Code
=t ~ Old Funding Dept
=t~ Ol Fund

&=+ ~ Old Funding Program

value

PFE_HOOG6"

PR_DO370_ 730"

FC_2064"

[+
[
["PFE_HooG6"
[
[

PR_DO370_730"

Search for funding department to Group CC

Runtime P

- UHSChangeGroupCCAllocation

Member Selection

Dimensions

Members ‘ariables

Alias

~ Entity

INnput HO405_ L3 EDUCATIOMN PH

INnput HO406_ L3 ENGINEERING PH

INnput HO407_ L3 HONORS COLLEGE PH

Input HO408_ L3 HRM PH

vV V| V| V|V VV

INnput HO410_L3 LAW PH

Click ok

[ - R P bk T R s el

P Input HO403_ L3 GERALD D HINES ARCH & DESIG PH

INnput HO409_ L3 LIB ARTS & SOCIAL SCI PH

m

Input HO404 L3 BAUER COLLEGE OF BUSINESS PH A(i:‘

5SS
s Remowve

32
Remove All

Alias
~ Entity

"Input HO406_ L3 ENGINEERIMNG PH"

Runtime Pro - UHSCh PTG/ tion

Member Selection

Dimensions

Members ‘variables

Member Name

v

GRPCC_CBA
GRPCC_CLASS
GRPCC_COTA
GRPCC_EDUC
GRPCG_ENGR
GRPCC_FED_CWS
GRPCC_FED_PELL

GRPCC_FED_SEOG

VVVVVVVYV

GRPCC_HOMNORS

| - AP > e v SR el

i

>
= Add
2
Remove

Remowve All

Member Name

~ Program

GRPCC_EMNGR

Search for a corresponding Group CC code

Click ok
Then LAUNCH

Remember to enter a Percentage Allocation amount equal to 100%.

SAVE
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Task List Status

Position Maintenance Forms » Ed

¥ Ean Postion Funding Edit

Adjust

Currant 1054 - E & G State Sug

Filter

Sort

¥ View Job Information for Postion

| 3 Anayze

FY18 Curren t
FY18 Base

[ comments

Proposed 1054 - E & G State Suf (5 Change History

& Altachmenis

Select Al

-

Task - Position Maintenance Tas| [ Sync Employee Current HR 10 Proposed

| @1 Vacate Position In Proposed

1054 - E & G State Suf 4§ Supporting Delail

A Lock/Uniock Cetls

P Mew Ad Hoc Grid

F30 - CIV ENGR FACULTY SALARIES | B5034i - L3-S&W, TENURE TRACK FACULTY:

Total Current HR Funding

Total Baze Funding

Total Proposad Fun

F30 - CIV ENGR FACULTY SALARIES BS5034i - L3-S&W, TENURE TRACK FACULTY |

F30 - CIV ENGR FACULTY SALARIES BS5034i - L3-S&W, TENURE TRACK FACULTY |

ding

-+ Position:00010785_POS - Professor

i ge | Job Job
Allocation Amount FTE |
100.000, g
100.000 | 1.00|
100.000 | 1.00|
100.000 1.00 |
100.000 | 1.00/

100.000 | 1.00

po |
e
ren

" HO068
HO0EB
FY19 Froposed HO0EB

Prior to Eizanwg
Job FTE
1.00 :
.00
1.00]

Comp Rata

Annualized |
ato

Adl Pn_o_l‘il_g_(_:_-h_a_ngan
Comp Rate

All Priorities

Annualized Priarity Parcen Annualized
Rite ey 5 ‘: COmE S Rate
0.000%
4 0.000% |
| i 0.000% |

***”Sync” option will default the employee to reflect current data in HR.

On Position Funding section of Position Maintenance form, you can:

e Vacate a position

¢ Sync Employee Current HR information (only if information is already under HR PeopleSoft)

Other Video link

« Change History - (How to View change history video link) - To open the link press Ctrl and click on the

blue font
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http://www.uh.edu/finance/Departments/Budget/Change%20History%20video.mp4

Budget Cycle Inquiries

2. Budget Cycle Inquiries: These six forms are designed to give an overview of your budget and
help you to determine if you are in balance.

+ Forms

My Task List

P B Budget Cycle Activities
= B Budget cycle Inquiries

5 Budget Balance Check

B Budget vs Actuals Inguiny

2 Budget Inguiry by Strategic Initiatives

5 Budget Inguiry by Strategic Initiatives with Account
= Budget by Department with Graph

B COOGPLAM Refresh Status

-"'EE‘-udget Reference Materials |

VVVVVVY .

L o
L o

T siew Historical Data

A. Budget Balance Check:

a. Budget Balance Check form provides a department summary by fund group with the ability
to drill down (by right clicking on fund group and selecting Open Fund Group) all the way
down to the program level of a cost center.

b. You can expand on expenditure and revenue budget nodes to get a break down of your
budget.

¢. To watch our training video click here. To open the link press Ctrl and click on the blue font

Examples of how you can use form:
1. This form helps you verify that your budget balances:

a. By Fund Group

b. By Fund Code

c. By Cost Center

d. By Department
2. Use the balance column to verify central allocations as well as self-supported funds.
3. Use the interactive tool to find the trouble spots.

B. Budget vs Actuals Inquiry:

e On this form you can see your budget for Current and Proposed year vs Actuals (year to
date), and commitments by budget node.

e |t enables the end user to view information by department grouping, fund grouping and
program grouping.

e This form will be available year round (as view only) to help you maintain your budget and
have a better assessment for proposed year’s financial plan.

e To watch our training video click here.
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http://www.uh.edu/finance/Departments/Budget/Budget%20Balance%20Check.mp4
http://www.uh.edu/finance/Departments/Budget/Budget%20vs%20Actuals%20Inquiry.mp4

MNACUBO A D E H I
1 Student Access and Success  Instruction Academic Support Student Services Scholarships & Fellowships Auxiliary Enterprises

NACUBO B

2 National Competitiveness Research
NACUBO F G

3 Infrastructure & Administration Institutional Support Physical Plant
NACUBO C

4 Community Advancement Public Service

C. Budget by Department with Graph:

This graph represents the sources and use of the selected department for current and proposed
fiscal year.

The sources are presented by fund group (doesn’t include Fund balance and Recovered cost).

The expenses are presented by the strategic initiative of the university and could be classified
by the NACUBO function.

Strategic Initiative Category consist of the following NACUBO (program) groupings:

To watch our training video click Here. To open the link press Ctrl and click on the blue font

D. Budget Inquiry by Strategic Initiatives

Allows you to review budget by Strategic Initiatives by selecting Fund and Department. This
option provides two years of actuals and current year along with commitments. When you
expand Strategic Initiatives you will see only the NACUBQO’s that have Revenue and/or
Expenditures.

E. Budget Inquiry by Strategic Initiatives with Account

Allows you to review budget by Strategic Initiatives by selecting Fund, Department and
Account. Account option lets you select various combinations, example: faculty, salary and also
a budget node. This option provides two years of actuals and current year along with
commitments. When you expand Strategic Initiatives you will see only the NACUBO’s that have
Revenue and/or Expenditures in the Account selected on top drop down option.

NOTE:

Accounts reflect Budget Summary Tree, therefore it is in following order.
REVENUE, includes Fund Balance plus Recovered Cost

Other Revenue, represents Revenue minus Fund Balance and Recovered Cost
EXPENDITURES, includes all Expenditures

COOGPLAN Refresh Status

This query will show you when the Coogplan forms and reports were last updated.
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http://www.uh.edu/finance/Departments/Budget/Budget%20by%20Department%20with%20Graph.mp4

Budget Reference Materials

Please refer to the UHCL Budget Office website for updates:

https://www.uhcl.edu/about/administrative-offices/budget/
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https://www.uhcl.edu/about/administrative-offices/budget/

View Historical Data

View Historical Actuals: you will see historical data at a cost center level by budget node for two full years
plus year to date actuals of current fiscal year.

View Historical Budget: you will see historical data at a cost center level by budget node for three years of
base and proposed.

View Budget Changes from Year to Year: on this form only the change column to the View Historical
Budget form is displayed allowing you to see the difference between the base and proposed budget.

View Historical Budget Balance by Entity: This form allows you to see Base and Proposed totals for all
cost centers by department one year at a time, subtotaled by fund code.

View Historical Financials for One Year: On this form you have a drop down menu where you can select
Fiscal Year, Fund Code, Department and a Program. The form is displayed by budget node.

Historical Position Search by Department: This form allows you to view historical data for positions by
Fiscal Year and Department.

Historical Position Search for All Years: On this form you can search for a position and get historical data.

Historical Employee Search for All Years: On this form you can search for an employee and get historical
data.

Forms

{My Task List

b B Budget Cycle Activities

p P Budget Cycle Inquiries

> P Budget Reference Materials

w B view Historical Data

p B view Historical Actuals

» B view Historical Budget

» ©¥ view Budget Changes from Year to Year
> B9 View Historical Budget Balance by Entity
» B view Historical Financials for One Year

» ® Historical Positon Search by Department
» B Historical Position Search for All Years

» B Historical Employee Search for All Years

VYV VNV VYV
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REPORT SECTION

How to access reports: From Homepage

Enterprise Performance Management System Workspace, Fusion Edition

Mavigate File H Favorites Tools Help

# e T Explore

S COOGPLAN Favorites
| FE_HD102 - DEAN, MATURAL SCIENCE & MATHE BUDRPT
|| FE_H0102 - DEAN, MATURAL SCIENCE & MATHE MEGABUD
|| FE_H0102 - DEAN, MATURAL SCIENCE & MATHE HRRFT
| HO102 - DEAN, NATURAL SCIENCE & MATHE

| FE_UNIVERSITY OF HOUSTON BUUDRPT

|| FE_UNIVERSITY OF HOUSTON HRRPT

|8 FE_UMIVERSITY OF HOUSTON MEGABLD

@] UNIVERSITY OF HOUSTOM

| FE_HD162 — FINANCIAL REPORTING

Q” Open. ..

[Shared Workspace Pages/HomePage

D Recently Opened - ! H\;/Quick Links

Applications
Planning

4 COOGPLAN

Click on Explore to access all reports

There are three different folders in the reporting section —

HomePage Explore: | *

Folders f
[] Root !t Type Modified Des
» [[J BudRpt [£7 Budrpt Faolder 1/23/18 9:35 AM
» [[J Coogplan [( Coogplan Faolder 6/1/17 6:50 AM
» [[J CoogPlan Batch Reports CoogPlan Batch Reports Folder 5/22/17 8:54 PM
> [E:I Management Reports Management R.eports Folder 12/18/17 3:29 PM
> [[J Scheduled Jobs [[7 Scheduled Jobs Folder 1/23/18 10:15 AM
[[J Shared Workspace Pages [[7 Shared Workspace Pages Folder 1/23/18 10:56 AM

+» COOGPLAN — Currently updates every 10 minutes. — (Running Reports on Demand)

» Budget Report by Employee

» Budget Request Form

» Budget summary

(@)

O

Budget Summary Rpt. by Budget Node

Budget Summary Rpt. by Fund and NACUBO

Budget Summary Rpt. by Fund Department and NACUBO
Budget Summary Rpt. by Fund Group
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>

MegaBud

o

o

MegaBud Comp - Selectable by CC-FC-Dept-Prog
MegaBud Uncomp by CostCenter

Pool vs Job

(©]

o

Pool vs Job Report - All Budget Nodes
Pool vs Job Report - Salary Nodes

Position Budget Report

O

Position Budget Non Funded Positions Report

Priority Report

o

o

O

O

o

o

Priority Report by Employee - All Rows
Priority Report by Employee with Cost Center
Priority Roster By Cost Center

Priority Roster By Fund Group

Priority Roster By Priority Pool

Priority Roster By Single Priority Code

» Roster Report

(©]

(©]

o

Faculty and Staff Salary Expenses by Budget Node
Faculty and Staff Salary Expenses by Fund Code
Faculty Roster Report

«» BUDRPT - Updates overnight which means that is the equivalent to Report Book —
» Audit Report

o

o

O

730 Uses Audit Report - Table A Cost Center

730 Uses Operating Budget by Fund Report - Table A
730 Uses Operating Budget Report - Table A

783 Uses Audit Report - Table A Cost Center

783 Uses Operating Budget by Fund Report - Table A
783 Uses Operating Budget Report - Table A

Sources Audit Report by Cost Center

Sources Audit Report by Cost Center by Fund Selection
Sources Operating Budget by Fund Report
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o Sources Operating Budget Report
o Uses Audit Report by Cost Center — Selectable
o Uses Audit Report by Cost Center - Selectable Fund
o Uses Operating Budget by Fund Report — Selectable
o Uses Operating Budget Report — Selectable
> Budget summary
o Budget summary by cost center pivot report (Pivot Friendly)
o Budget Summary Report by Cost Center (Pivot Friendly)
o Budget Summary Report by Cost Center with Dept. and Fund Group
o Budget Summary Report by Dept.ID and Fund Group
o Budget Summary Report by Dept.ID Program Group
o Budget Summary Report by Fund Code and NACUBO
o Budget Summary Report by Fund Group
o Budget Summary Report by Fund Group and NACUBO
o Budget Summary Report by Strategic Init Fund Group and Department
» MegaBud
o MegaBud Comp - Selectable by Fund and Dept
o MegaBud Uncomp by CostCenter
» Pool vs Job
o Pool vs Job Report - All Budget Nodes
o Pool vs Job Report - All Budget Nodes Diff Only
o Pool vs Job Report - Salary Nodes
> Table E
o Table E Report - Individual

% CoogPlan Batch Reports - Report Books will be updated on a nightly basis so every morning you will
have an updated version of your Report Books. To watch our training video on the Report Book click
Here. To open the link press Ctrl and click on the blue font

List of Reports available in daily batch reports
Set 1 — Blank

e Faculty/Staff Roster Report
e Position Funding Pivot Report
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http://www.uh.edu/finance/Departments/Budget/Report%20Book.mp4

Set 2 - MEGABUD -

e MegBud — by Cost center — will include all the cost centers with budget for the department.

Set 3 — HRRPT

e Position Funding my Employee — all fund groups and all program

Set 4 — BUDRPT

e Budget summary report by fund code

e Budget summary report by fund code and cost center
e Budget summary report by fund code with group total
e Budget summary report by fund group

e Uses Audit Report by Cost Center - Selectable

e Pool vs Job report — All budget nodes

e Pool vs job — Salary Nodes

e Table E report — Individual

e Uses Operating budget by fund report — Selectable

e MegaBud comp — Selectable by Fund and Dept.

Note: The previous reports will be overwritten so if you wish to archive reports, save them to another
location on your computer.

6. Other Video Links — To open the link press Ctrl and click on the blue font

» How to turn on User Point of View

* How to run Reports

» How to pick-up your daily report batch

» How to navigate the Search and Enter Budgets Form

» How to add a new cost center

* Budget Balance Check

» Budget by Department with Graph

» Budget vs Actuals Inquiry
* Report Book
» Change History
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http://www.uh.edu/finance/Departments/Budget/How%20to%20turn%20on%20User%20Point%20of%20View.mp4
http://www.uh.edu/finance/Departments/Budget/How%20to%20run%20reports.mp4
http://www.uh.edu/finance/Departments/Budget/How%20to%20pick%20up%20a%20report%20batch.mp4
https://www.uh.edu/finance/Departments/Budget/How%20to%20navigate%20the%20Search%20and%20Enter%20Budgets%20Form.mp4
http://www.uh.edu/finance/Departments/Budget/How%20to%20add%20a%20new%20cost%20center.mp4
http://www.uh.edu/finance/Departments/Budget/Budget%20Balance%20Check.mp4
http://www.uh.edu/finance/Departments/Budget/Budget%20by%20Department%20with%20Graph.mp4
http://www.uh.edu/finance/Departments/Budget/Budget%20vs%20Actuals%20Inquiry.mp4
http://www.uh.edu/finance/Departments/Budget/Report%20Book.mp4
http://www.uh.edu/finance/Departments/Budget/Change%20History%20video.mp4
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