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Introduction

The rolling budgeting tool is used to budget for future years for up to five years. Unlike
the annual budget which is entered using either the Budget Entry Spreadsheet or Budget
Mass Upload template, the rolling budget can only be entered using the Rolling Budget
Mass Upload template.

Rolling budget process summary
Step 1- Enter rolling budget amounts in through Rolling Budget Mass Upload

Template. (Pgs. 4-10)

%Tip: Rolling Budget Mass Upload Template is found under the Forms Section on the
Finance website.

Step 2- Verify your rolling budget data by using:
(1) Rolling Budget View — PBAF? (eReports)

e Used to view your rolling budget entries in PBA format
(Pgs. 11-13)
(2) Rolling Budget View - VPAF® (eReports)

e Used to view your rolling budget entries in VPA format
(Pgs. 14-16)
(3) Rolling Budget Status™ (eReports):

e Used to view the rolling budget status (Open, Finalized, or
Closed) of your cost centres.

e Used as an audit trail by providing information such as the last
updated user and last updated time. (Pgs. 17-18)

Step 3- Finalize™ rolling budgets in PeopleSoft. (Pgs. 19-22)

gTip: The Executive Officer/Financial Officer is usually responsible for step 3.

Step 4-Approve™™ rolling budgets in PeopleSoft. (Pgs. 19-22)

%Tip: The Senior Executive Officer is usually responsible for step 4.
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How to login eReports and PeopleSoft?

Use your Passport York username and password to log in both sites.

eReports login page PeopleSoft login page

Passport York Login York University i
Finance System Flnance

YorkdUniversity

eReports

Username: | |

Password: | | Usemame: |
Password: |

[] Click this box hefore logging in to
change your Passport York password.
N Having Trouble Logging in 7
i

Ifyou can'tlogin or dont know your usemame or

(416) 736-5800 (or x55800)

eReports: https://ereports.uit.yorku.ca/ereports/

PeopleSoft:  https://finance.yorku.ca/FIN9OPRD/signon.html

@5
Logging into PeopleSoft Offsite

If you want to access PeopleSoft from a computer off campus, you will first need to
connect to York’s Virtual Private Network (https://vpngateway.yorku.ca/vpnyork) using
your Passport York Username and Password to ensure a secure connection before
connecting to PeopleSoft. Step-by-step VPN instructions are available at
http://computing.yorku.ca/students/internet-access/how-to-connect-securely/vpnyork-
sslvpn-guide/

&4 Caution: Do not upload your rolling budget entries off campus. Data can be
entered and saved in the Mass Upload Template for later upload.
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https://ereports.uit.yorku.ca/ereports/
https://finance.yorku.ca/FIN90PRD/signon.html
https://vpngateway.yorku.ca/vpnyork

Rolling Budget Modules at a Glance

eReports:
Go to Finance>Forecast & Budget Call

Forecast & Budget Call
3 Budget Ertry Spreadshest
3 Budnet Status
3 Budoet Wi

» Forecast Status the last updated username, and last updated date.

"

» Forecast Entry Spreadshest E1. Used to view the rolling budget status (Open, finalized, approved, or closed),

5 Forecast Wiew
» w/ E2. Used to view the rolling budget entries in PBA format.
s Roling Budoget Status

» Rolling Budset Yiew - PBA, /
s Roling Buddget Wiew - WEL -t

E3. Used to view the rolling budget entries in VPA farmat.

PeopleSoft:
Go to YORK>Forecast & Budget

Search: Main Menu = York =
@ ﬁ Forecast & Budget
= York
~ Forecast & Budget &
- Budget Administration = Budaet Administration = Budget Import
- Budaget Impart Administer Budget for Cost Centres & Funds, Close, Post, Re- Import Budget Excel Worksheets
— Forecast Administration Open, Rezet, Finalize or Approve
- Eorecastimport
- Rolling Budaet
Administration = Forecast Import = Rolling Budget Administration
I Reporting Tools Import Forecast Ledger Excel worksheets E 5 ear Roling Bldget
[» PeopleTools
P1. Used to finalize/approve rolling budget

E" Forecast Administration
Administer Forecasts for Cost (
Re-Open, Reset, Finalize or Ap)
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Preparation and Submission

A rolling budget should be submitted at the Cost Centre level or at the financial roll-up

level (Faculty or Department level).

Cost centre level

Prepare and submit the rolling budget for each cost centre.

Financial roll-up level

Users who wish to submit the rolling budget at the financial roll up level can do so by
entering the consolidated financial forecast amount in any one Cost Centre that is
included in the financial roll up and leave the remaining Cost Centres within the roll-up
with zero balances. If the user does not wish to use one of the existing cost centres, a
dummy cost centre can be set up for the rolling budget purpose by sending a request to

finrept@yorku.ca.

Summary of similarities and differences between real cost centres and

dummy cost centres:

Real Cost Centre

Dummy Cost Centre

Used to represent a financial roll-up or a
cost centre.

Used to represent a financial roll-up.

6 characters starting with IXXXXX, 2XXXXX,
0Or 3XXXXX, 4XXXXX, BXXXXXX, BXXXXX,
TXXXXX, OF OXXXXX.

6 characters starting with DxxxxXx.

Used in journal entries, annual forecast,
annual budget and rolling budget.

Used in rolling budget only.

Attached to a fund code upon set up.

Not attached to any fund code.

Attached to a specific financial roll-up
when set-up and may move to another
financial roll-up thereafter.

Attached to a specific financial roll-up
when set-up and cannot be moved to
another financial roll-up.

Finalize/Reset/Reopen can be done at the
financial roll-up level or at the cost centre
level.

Finalize/Reset/Reopen can only be done at
the financial roll-up level.

&Caution: If a dummy cost centre needs
to be reset, all the data that are within the
Financial Roll-up that the dummy
represents will be erased.
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Example to illustrate some of the different combinations available:

Operating Budget
P g g
|

| Roll-up 1 |

DoBo0z
000001
000002

| Roll-up 2 |

DoBO003
000003
000004

\—| DOBO001 |

Using Real Cost Centre

Using Dummy Cost
Centre

Budget at the Financial Roll-up
level-Use one cost centre to
represent the main financial roll-
up, ‘Operating Budget’

Option 1: Enter data in one
of the cost centres. (i.e.
000001, 000002, 000003, or
000004)

Option 2: Enter data
in cost centre,
DOBO001.

Budget at the Sub Financial
Roll-up level- Use one cost centre
under each sub roll-up, i.e.

Use one cost centre in ‘Roll-up 1’
and one cost centre in ‘Roll-up 2’

Option 3: Enter data in one
cost centre under ‘Roll-up 1’
(1.e. 000001 or 000002) and
one cost centre under ‘Roll-
up 2’ (1.e. 000003 or
000004)

Option 4: Enter data
in cost centre,
DOB002 and DOB003

Budget at the Cost Centre level-
Use all the cost centres.

Option 5: Enter data in Cost
Centres 000001, 000002,
000003, and 000004.

N/A

%Tip: To enter at the Account Summary level, pick one account from each account
group. For example, accounts 063000, 063600, and 099520 are within the account group,
2.2 Grant Revenue. Instead of entering $100 in each account, enter $300 in one of the

three accounts.
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Step 1- Enter rolling budget entries

&Caution: Close all other workbook/worksheets with macros when using the Mass
Upload template.

Step 1: Open the Rolling Budget Mass Upload template. %Tip: Rolling Budget Mass

Upload Template is found under the Forms Section on the Finance website.

Step 2: Click on to open the file.

Microsoft Excel [ X

extension. Yerify that the file is not corrupted and is from a trusted source before opening the file, Do you want to

':, The file you are brying to openFolline Budeet Mazz Upload'is in a different format than specified by the file
open the file now?

—+Y&s]INDI[HE|PI

‘W'as this information helpful?

Step 3: Enable editing/content/macros.

1. Click | En2ble€diting | 16 o able to enter the budget data in this template.

“ Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat

o Protected View This file ariginated from an Internet location and might be unsafe, Click for mare details, | Enable Editing ]

A3l - L \

2. Click | Enable Content | 4 onale the macros in this template. Note: If the macros
are not enabled, you will be able to enter your budget entries but will not be able
to stage the data and submit.

Home Insert Page Layout Formulas Drata Review Wiew Add-Ins Acrobat

—_ == [ =4 s

[T ] E) R @ @ romuasr | Q = B e

: - =H

Mormal| Page Page Ereak CL!stom Full Gridlines Headings Zoom  100% Zoom_to [\Jew Arrange Freeze .j i
Layout Preview Views Screen Selection | Window All Panes =

Workbook Views Show Zoom

SEH9-0-=Ed-=JISTH B @2~

\9 Security Warning Same active content has been disabled. Click for more details, Enable Content
Y
H23 - =]

A B [ D -_"T'_-r E F G H
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3. Click to make this file a trusted document.

File Home Insert Page Layout Formulas Data Review Wisw fdd-Ins Arrobat Securily Warning, -

== % cut i - = __ [ = .
E 33 Copy - Anal T TIA A ===l 8 = Wrap Tat Ge @ Do you want to make this file a Trusted Document?
Pate ) [B] I - - d-A- EE=|EE HMergetCenter~ | §

- I Format Fainter This file 5 0n & network location. Other users who have acoess to this netwark

Clipboard = Eont 7 Alignmant n location may be sle o tamoer with this file,
AB - fe| 2 What's the rige?
s

Step 4: Save the template on your personal computer or shared drive.

Step 5: Use the Data Input worksheet to enter your rolling budget entries.

&Caution: If you are copying the data from another Excel worksheet, paste the
information using Paste Special Values.

MOme Insert  Pagelayout  Formulas  Data  Review  View Acmhat & @
] Stage Data for Submission \
Step 7(b) Step 7(a)

Custom Toolbars
SH9-c-=h-wdszE- A2 @-8BE= -
G42 - £
I

A B C ] E F G H | J K
Data Input

4

2

3 Record|Record Type (Record TypgRecord Type|Record T{Record Type 000 ‘Recurﬂ Type 000 |Recnm Type 000 Record Type 000 ‘Recurﬂ Type 000 Record Type 000
4 SetD [BudgetYear [Fund Code |CostCentre [Account |201412015 Budget Amoun 201512016 BudgetAmouEt‘zmS\zOW Budget Amoun| 201712018 Budget Amoun’ 201812019 Budget Amoun|{Comments
9000.00 13500.00 30375.00

5 YORK 2014 00 DLFO02 33150 20250.00 45562.50|Test
6 YORK [2014 00 DLPO02 31100 2500.00] 375000 5625.00 843750/ 1265625 | Test

" Step 6
v .

2 f 1 M 1 1 1
9 16

L

Ph b b b -

12 4 5 bl
13t 3 + 6

% |

iy
i

41 | I
=z | Step 5 I

43 /-

W 4 » M| Connect Information Template | Data Input . Staging & Submission %2 IEN i}

Step 6: Enter the data as per column headings.

1. SetID: YORK
2. Budget Year: Enter the active budget fiscal year. (i.e. 2016)
3. Fund Code: 100, 200, or 300

7|Page



Cost Centre

Account

2016/2017 Budget Amount
2017/2018 Budget Amount
2018/2019 Budget Amount
2019/2020 Budget Amount
10 2021/2022 Budget Amount

© oo N gk

%Tip: Enter positive numbers for increase in both revenues and expenses.
11. Comments: Comments can be up to 1000 characters including spaces

Step 7(a)&(b):

Fromthe “991% | ah, click on 4 Stage Datafor Submission s \vil| copy the data from
the Data Input worksheet to 5524iNg & Submission \yorksheet.

ﬂ Stage Data for Submission]

Note: Once you click on , this will direct you to the

Staging & Submission worksheet.

-

E Home Insert Page Layout Formulas Data Review ‘-.-‘ieycrclhat

& snaght B window -
[ 4] stage DataISrSubmission]

Custom Toolbars

Bz E- B B-BE -

=

Step 8:

Fromthe “991n5 |, click on & SubmitData Thig will prompt you to enter your
Passport York username and password.

Home Insert Page Layout Formulas Data Review ViewAcrobat

@ snaght [ Window -
25 post Results SuhI:$ Data

Custom Toolbars
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Step 9: Enter your Passport York username and password and then click on o |

Step 10: Once you finish entering your Passport York username and password, the
results for each budget entry line will be posted under Column A (Status).

All the lines with status IEEE have been successfully posted.
All the lines with status ENSlll failed and are not posted.

gTip: The status may take a few seconds to a few minutes to appear depending on the
number of lines entered.

éCaution: You will get an XML error if you’ve incorrectly entered your Passport York
username and/or password.

W 4 » M| Connect Information .~ Termplste . Dats Input | Staging & Submission . ¢3 ~
T
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Step 11: Click on =3 PostRESUIS 1 ot these results to the Data Input worksheet. Note:

Once you click on % Post Results

, this will direct you to the Data Input worksheet.

m_Home Insert Page Layout Farmulas Data Review View rcubat

‘f’ﬁast Results ﬂ Submit Data

Custom Toolbars

Step 12: Review the results/status for each budget entry line.

e All the lines with the status RS have been successfully posted. (Lines can be

viewed in real-time on the Rolling Budget View report)

e All the lines with status EESBEM failed and have not been posted. From the Data
Input worksheet, correct all the rows with Error Status and repeat Step 7 to 10.

RTip #1: Mousing over the Status EEEEB for each error line will show you the error

message.

%Tip #2: If you want to amend an BERE line, delete the ‘OK” status message from the
Data Input worksheet before repeating Step 7 to 10. (Lines with *‘OK” status do not get

reloaded).

1

11 000 W | T

= Errors:
12 + #1 - Invalid Account: 4293999
13 5TOP #2 - Error saving Component Interface. {Y_MULTI_BUDGET_CI} (91,37)
14 #3 - Errar saving Companent Interface, {Y_MULTI_BUDGET _CI}
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Step 2- Verify rolling budget entries

Rolling Budget View - PBA (eReports)

Go to Finance > Forecast & Budget Call > Rolling Budget View - PBA

Rolling Budget View - PBA ¥ Report Years
Current’Budget Year: 20132014

View Rolling Budget By | Financial Rollup *-L\* Prior vear: 201202013

Detail Lavel: |St9p 1 '
Financial Rallup: @— * Step 3 for FRU

Cost Centre:
I Step 3forCC
Fund:
Budget Fiscal vear: m\-
Accounting Period to use for Currem‘r’l_' July 014
Actuals:

Frior Year Foracast: | Finance Submission
CurrentYear Forecast: | Finance Submission \
Ste p7

StepB

Step 1: Choose to view either by:

(1) Financial Roll-up-Consolidated report of all cost centres under the selected financial
roll-up.

(2) Cost Centre- View report for a single cost centre.

Step 2: Choose to view by:

(1) Details- List all the accounts

(2) Summary-List by main account groupings
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Step 3 for FRU (View by financial roll-up):

Click on to open the financial roll-up selection window. Select the financial roll-up
and click on (%]

ﬁ eReports - Windows Internet Explorer Q@@

Choose a Financial Rollup from Fiscal 2013: X

View sub-rollups of.
UNIVERSTTY |v| Go

O UNIVERSITY

|- O Division of the President

|- ) Academic Division

b= ) Advancement Division

b= ) Div. of Research & Innovation
|— O Division of Students

[ O Div of Finance&Administration
[ O General Institutional

[ O Fin Stmt Only Ancillary Oras
|- O Courtesy Fund 900

|— O Al Projects

- o vuoe

b= ) York University Foundation

%\Tip#l: Click on the white circle besides the name of the financial roll-up to select a
particular rollup.

%Tip#Z: All the financial rollup names are hyperlinked. Click on the name of the sub
roll-up to expand and click on the name of the main roll-up to contract.

Step 3 for cc (View by cost centre): Enter the cost centre number.

Step 4: Choose the Fund code. (i.e. 100, 200, or 300)

Step 5: Choose the Budget Fiscal Year.

Step 6: Choose the Accounting Period for Current Year Actuals
Step 7: Select the source of the Prior Year Forecast.

Step 8: Select the source of the Current Year Forecast.

Step 9: Click on [_FethRepot | This will open a report similar to the one below.

Note: The rolling budget view report by financial roll-up is not updated in real time. This
is scheduled to refresh at: 7.30 a.m., 12.30p.m, 3.00p.m and 5.00p.m. Each refresh
session takes about 20-30 minutes to complete.
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Rolling Budget Details View by Cost Centre - PBA
Report ID: FRB0003 . tVear Actuals as at July 2013 Run-Time: 7/28/2013 4:45:45 Pl
carActuas as gt July U1 Manager:  Shah, Smita

Fund: 200 QOperating Fund X -
Cost Centre: [REEEH] Training orecast Finance Sub Location:  Finance Offics - 474
Cost Centre Status: ACTIVE *** Current 'ear Forecast: Finance Submission Department:FIN-Comptrolisr
. 108 R => Report Version With Comments <=
Start Date: 1111580 End Date: 12121/20%8 Rolling Budget Status: Open
Prior Year - 201212013 Current Year - 2013/2014 Rolling Budget
Planned 201412015 201512016 201612017 201712018
Account Account Deseription Budget Actuals Forecast ™ Budget Actuals*  Forecast™ (Year1) (Year2) (Year 3) (Year d)
Revenue
Other Revenue
030300 ECR Gen Misc Nen Taxable Inc - 5,000 5,000 5,000
Total Other Revenue - 5,000 5,000 5,000
Central Allocations
OTO Budget Allocations
089500 In'Ysar OTO to/fr GUCom 50,000 30,000 50,000 84,600
59504 Inear OTO Salary to.fr Ctrl - (5,254) - (5,000}
520 In'ear OTO MTCU fr Cirl - 2658 - -
099911 In'Ysar OTO to/fr OtherDapt £30,000 616,000 £30,000 86,000
Total OTO Budget Allocations 660,000 643,364 660,000 165,600

%Tip: To view the comments, click on the hyperlink => Report Version With
Comments <= found at the top-right corner of the Rolling Budget View by Cost Centre

report page.

Rolling Budget Details View by Cost Centre - PBA

- . Run-Tim
* Current vear Actualz as at Juhr 2013
i i C lManagel
** Prior vear Forecast: Finance Submizzion Locatior

=* Current Year Forecast: Finance Submizzion = Report Version With Comments <= Departm
Rolling Budget Status: Open

ZQCaution: Link to Report Version with Comments is only available when viewing the
Rolling Budget Details view report by Cost Centre. This link is not available when the
report is viewed by Financial Roll-up or by Cost Centre Summary.
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Rolling Budget View - VPA (eReports)

Go to Finance > Forecast & Budget Call > Rolling Budget View - VPA

Relling Budget View - VPA ¥ Report Years

Current’Budget Year: 2013/
20121

Yiew Rolling Budget By:

Cost Centre ~J\*F'I'I-3I' Year
Detail Level:

Financial Rollup: ——-———hlstep 1 for FRU
Cost Centre: | _l_.* Step 3 for CC
Fund: |200 x| >
Budget Fiscal Year:
= Step 5

Accounting Period to use for Current Yr

Actuals: iy Step 6
Prior Year Forecast: | Finance Submizsion H
tep 7

Fetch Report | ——

Step 1: Choose to view either by:

(1) Financial Roll-up-Consolidated report of all cost centres under the selected financial
roll-up.

(2) Cost Centre- View report for a single cost centre.

Step 2: Choose to view by:

(1) Details- List all the accounts

(2) Summary-List by main account groupings

1l4|Page



Step 3 for FRU (View by financial roll-up):

Click on to open the financial roll-up selection window. Select the financial roll-up
and click on (%]

ﬁ eReports - Windows Internet Explorer Q@@

Choose a Financial Rollup from Fiscal 2013: X

View sub-rollups of.
UNIVERSTTY |v| Go

O UNIVERSITY

|- O Division of the President

|- ) Academic Division

b= ) Advancement Division

b= ) Div. of Research & Innovation
|— O Division of Students

[ O Div of Finance&Administration
[ O General Institutional

[ O Fin Stmt Only Ancillary Oras
|- O Courtesy Fund 900

|— O Al Projects

- o vuoe

b= ) York University Foundation

%\Tip#l: Click on the white circle besides the name of the financial roll-up to select a
particular rollup.

%Tip#Z: All the financial rollup names are hyperlinked. Click on the name of the sub
roll-up to expand and click on the name of the main roll-up to contract.

Step 3 for cc (View by cost centre): Enter the cost centre number.

Step 4: Choose the Fund code. (i.e. 100, 200, or 300)

Step 5: Choose the Budget Fiscal Year.

Step 6: Choose the Accounting Period for Current Year Actuals
Step 7: Select the source of the Prior Year Forecast.

Step 8: Click on [_FechReport ] This will open a report similar to the one below.

Note: The rolling budget view report by financial roll-up is not updated in real time. This
is scheduled to refresh at: 7.30 a.m., 12.30p.m, 3.00p.m and 5.00p.m. Each refresh
session takes about 20-30 minutes to complete.
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VPAG&P Rolling Budget Details View by Cost Centre

Report ID: FRB0001  Current vear Actuals 1A Run-Time: 12 25443 Pl
Fund: 200 Operating Fund Furrent rear Acuak R Manager: ~ Shah,Smita
Cost Centre: FREERHE Training ** Prior ear Forecast: Finance Submission Location: ~ Finance Gffic
Cost Centre Status WE . Department:FIN-Comptrole
Stont Dt s EndDate: 12212058 Rolling Budget Status: Finalized Report Version Viith Comments <
; o e Forecast to Budget
Prior Year - 20122013 Current Year - 201312014 T Rolling Budget
Forecast§ Forecast Year
months End
Planned (Divisional _ (Divisional 201412015 201612016
Account Account Description Budget Actuals Forecast ** Budget Actuals * Submission 1) Submission2) 6months  Year End (Year 1) (Year 2)
Revenues

1 Base Revenue
1.1 Initial Cuttable Base Alloc

089010 Initial CutBase fr 20 to Com 3 67 7 3 0% 0% 3,503,951 5,255,926
Initial Cuttable Base Alloc Total 2,335, 967 967 2,335, 0% 0% 3,503,951 5,255,926
1.7 Base Budget Cut

039101 Base Cut 75,918 (75919 (75919 75,918 = (75919 75,918 0% 0% (113,878 (170,818
Base Budget Cut Total (75.919) (75.919) (75.919) (75.919) - (75.919) (75.919) 0% 0% (113,879) (170,318)

Total Base Revenue 2,260,048 2,260,048 2,260,048 2,260,048 - 2,260,048 2,260,048 0% 0% 3,390,072 5,085,108
2070 and XTO Revenue
2.4 070 Other Budget Adjustments

099500  Invear OTO to/fr GKCom 50,000 10,000 50,000 10,000 - 10,000 10,000 0% 0% 15,000 22500

0898 In'ear OTO to/fr OtherDept 530,000 586,000 630,000 536,000 = 586,000 536,000 0% 0% 879,000 1,318,500
0T0 Other Budget Adjustments Total 580,000 596,000 680,000 596,000 - 596,000 596,000 0% 0% 94,000 1,341,000

Total OTO and XTO Revenue 580,000 596,000 680,000 596,000 - 596,000 596,000 0% 0% 594,000 1,341,000
Total Revenues 2,940,048 2,656,048 2,940,048 2,866,048 - 2,656,048 2,866,048 0% 0% 4,284,072 6,426,108

%Tip: To view the comments, click on the hyperlink => Report VVersion With
Comments <= found at the top-right corner of the Rolling Budget View by Cost Centre
report page.

VPA&P Rolling Budget Details View by Cost Centre

* Current Year Actuals NiA

Run-Time: Z/21/2012 2:54:42 PN

Manager:  Shah Smita

** Prigr 'ear Forecast: Finance Submission Location:  Finance Office - 4747
Rolling Budget Status: Finalized => Report Version With Comments <= DepartmentFil-Comptrolier

QCaution: Link to Report Version with Comments is only available when viewing the
Rolling Budget Details view report by Cost Centre. This link is not available when the
report is viewed by Financial Roll-up or by Cost Centre Summary.
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Rolling Budget Status (eReports)
Go to Finance > Forecast & Budget Call > Rolling Budget Status

Rolling Budget Status

Step 1

X
Budget Fiscal Year: | 2014 .’ / Step 2(a) for FRU
Zearch Status Reportby. | Cost Centre /
Financial Rellup: / Step 2(b) for CC
Cost Centre: Step 3
Fund: | AllFunds
Status: | &l Statuzes —-v1—".’
[ Fetch Report ‘,’"

Step 1: Choose to view either by

(1) Cost Centre-View one single Cost Centre at a time. (Skip Step 2(a) if this
option is selected)

or

(2) Financial Roll-up-View all Cost Centres under the selected Financial Roll-up
at once.
(Skip Step 2(b) if this option is selected)

Step 2(a) for FRU:

1. Select the Financial Roll-up by clicking on (=], (This icon will appear after
selecting Financial Roll-up in Step 1).

2. Once you finish clicking on (2], a new window will pop-up to select a Financial
Roll-up. To make a selection, click on the white circle besides the name of the

Financial Roll-up you want to select and then click (o],

%Tip: All the Financial Roll-up names are hyperlinked. Click on the name of the sub
roll-up to expand and click on the name of the main roll-up to contract.

Step 2(b) for CC: Enter the Cost Centre number
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Step 3: Select either

(1) All Funds-Includes Fund 100, 200, & 300 cost centres
(2) 100-Fund 100 cost centres only
(3) 200-Fund 200 cost centres only
(4) 300-Fund 300 cost centres only

Step 5: Select either

(1) All Statuses-Includes cost centres that are open, finalized, approved and closed

(2) Open-Open cost centres only

(3) Finalized/Approved/Closed-Finalized, approved, or closed cost centres

Step 6: Click on [_FetehReport ] This will generate a report similar to the one below.

Rolling Budget Status

Report ID: FRB00OZ Budget Status: All Statuses
Fund(z): All Funds
Financial Rollup: N/A

Cost Centre(zl: 111111
Div of Finance&Administration > Finance Department > Office of Budgets and Planning

Department: 25750 - FIN-Comptrolier

Budget
Fund CostCentre Status Manager / Location Status
200 111111 - Training Feb14 Active Abaca,Victeria / Finance Office - 4747 Keele St Finalized

Last Date
Operator I Last Updated
NATSAM 021802012
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Step 3 & 4- Finalize /Approve Rolling Budget (PeopleSoft)

YORK>Forecast & Budget>Rolling Budget Administration

[ Rolling Budget Administration ',

= Faorecast & Budget
— Budaget Administration

— Budaget Import

— Forecast Administration SetlD: YORK

— Forecast impaort m
— Rolling Budget iod:
Administration Budget Period: 2014
Fund Code: Q

[- Reporting Tools
[» PeopleTools

4 Range of Cost Centres

£ CostCentre CC Value: l:IQ
Step2 |

O Financial Rollup

Long
Description;
Step 3
Re-Open Reset Approve Finakze
Bl save | [Z] Hotify

Step 1: Enter/Select the Fund Code, i.e. 100, 200, or 300

Step 2: Select to finalize by either

1. Cost Centre

® CC Value: \
(O Range 0 Centres {b)

( Financial Rollup (a)

(a) Select CostCentre

%Tip: Click on the white circle besides Cost Centre to select this option.
(b) Enter/Select the cost centre number.
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2. Range of Cost centres

) CostCentre From: 100000 (il (b)

Ws To: | 200000} (c)
(a)

3 Financial Rollup

(a) Select Range of Cost Centres
%Tip: Click on the white circle besides Range of Cost Centres to select this option.

(b) Enter the lowest value in the range
(c) Enter the highest value in the range

&Caution: Use valid cost centres for the lowest and highest value.

3. Financial Roll-up

() CostCentre

(a) (b)

() Range of Cos

ncial Rollup Se

ect Financial Reflup

(a) Select Financial Rollup
Select Financial Rollup

(b) Click on

Find
(c) CIickon

SetlD: YORK Effective Date:  03/01/2012

Tree Name: PBA

First Page 14 of False [»] LastPage]

PRESIDENT DIV - Division of the President
EMIC DIVISION - Academic Division
MNCEMENT DIVISION - Advancement Division
RESEARCH_INNOVATION - Div. of Research & Innovation
DIVISION OF STUDENTS - Division of Students

FINAMCE & ADMIN. DIV - Div of Finance&Administration
PROVISIONS & RESERVE - General Institutional

FS OMLY ANCILLARY - Fin Stmt Only Ancillary Gras
COURTESY - Courtesy Fund 900

PROJECTS - All Projects

YUDC-YUDC

YUF - York University Foundation

INACTIVE MODES - Inactive Modes

Select Cancel
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(d) Enter the Financial Roll-up that you want to Finalize. (Make sure to uncheck Exact
Matching)

Find Value

Tree Node: | &

Description: |Finan|:e |

OR (d)

Cost Centre: | |

Description: | |

[Jcase sensitive Search

[1Exact Matching (e)

Find Close
(e) Clickon %

(f) Click on ﬂ if this is the node that you want to finalize. %Tip: The node
you've selected to finalize is highlighted in grey.

SetiD: YORK Effective Date:  05/01/2012
Tree Name: FBA
UNIVERSITY =FINAMCE & ADWIN. DY =AVP FIN & CFO

Collapse All | Expand All Find Next FirstPage EN 21 ofFalse [¥] Lasi

25 AVP FIN & CFQ - Finance Department %5
BUDGETS & PLANMING - Office of Budgets and Planning
AVP FIN AMD CFO - Office of AVP Fin and Admin
COMPTROLLERS OFFICE - Camptrollers Office
IS0 -180

PENSION QFFICE - Pension Office
PURCHASING - Purchasing
TREASURY - Treasury

+] FIN INACTIVE ORGS - Finance Inactive Orgs

WP HR&ER - Dept of Human Resources
FACILITIES - Facilities Services

INTERMAL AUDIT - Internal Audit

SECURITY SERVICES - Security Services

DOHS - Dept. Occup. Health & Safety

PROVISIONS & RESERVE - General Institutional

FS OMLY ANCILLARY - Fin Stmt Only Ancillary Oras
COURTESY - Courtesy Fund 900

PROJECTS - All Projects

YUDC-YUDC {f)
YUF - York University Foundation

INACTIVE NODES - Inactive Nodes

Collapse All | Expand All FirstPage BN 21 ofFalse [¥] LastPage]

Select Cancel
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Finalize

Step 3: Click on
Menu o]

Search:

l:l [/ Rolling Budget Administration

= York
< Forecast & Budget
— Budget Administration
— Budaget Import
— Forecast Administration ,
— Forecast Import SetiD: YORK

— Rolling Budget -
Administration Budget Period: 2014
[ Reporting Tools Fund Code:Q

[ PeapleTools

O CostCentre

O Range of Values

@ Financial Rollup FINANCE Select Financial Rollup
Long
Description:
Re-0Open Reset Approve Finalize

B save | [E] Notify

Yes

Step 4: A message similar to the one below will pop-up. Click on

This process will FINALIZE the specified Budgets for the Fiscal Year = 2014, Fund = 200 and Cost Centre Rollup = FINAMCE (20001,35)

When finalizing bhudgets this process will finalize any budgets with the specified criteria and having 3 Budget Status = OPEM.

Do youwish to continue?
Yes 3]

Step 4

22 |Page



Reset and Reopen

Contact the Office of Budgets & Planning if you need to reset or reopen your Cost
Centres.

Their main difference is summarized below:

Reset Reopen

1. Erase previous data entries 1. Will not erase previous data entries
=2 Tip: Request to reset the Cost Centre if 2 Tip: Request to reopen if you’ve
you want to delete all the data previously accidentally finalized/approved your
loaded in your rolling budgets. rolling budget.
Alternatively, you could load $0 budget
entries using the same combination to bring
the numbers back to $0.

&Caution: If you need to reset/reopen a dummy cost centre, Finance will need to
reset/reopen all the cost centres that are within the same financial roll-up as the dummy
cost centre.

Contact information:

1. Vicki Abaca, Budget Coordinator

Tel: 416-736-2100 ext. 22014
E-mail: abacav@yorku.ca

2. Smita Shah, Manager of Financial Systems & Analysis

Tel: 416-736-2100 ext. 44701
E-mail: shahs@yorku.ca

3. Natacha Sam, Intermediate Financial Analyst

Tel: 416-736-2100 ext. 40583
E-mail: natsam@yorku.ca
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