FINANCIAL FORECAST
Guideline and Training Manual

Office of Budgets and Asset Management

YORKIL




Table of Contents

D] {T e Ao gl o) - Wl ] =T or- 1] SO PSPPSR 2
Preparation and SUDMISSION.......uuiiiiiiiiiieeiecceeccrirere e e eeseerrreeeeeeessesssrsreeeeeessesesssseseeesessennnnns 2
0] (=Tor 13 A =T F (T N SURRN 2
Forecast SUDMISSION DUE DAte......c.coiciiiiiiiiiiiieciceece e 3
FOreCast PrOCESS SUMMIAIY cuuuuuiieieieeeeeeiiieeee e e e eeeeetteeeeseeeeereessaneseeeeesesassnnnseeeessssssssnnnnseseesenns 3
eReports and PeOPLeSOft LOZ=iN.....iiiiiiieiiiieiieiteeeetee ettt iae e e s saa e e s ssarae e e e e 4
Forecast Modules at @ GLANCE ......co.eieiiiiiiie e 5
L] a0=] o lo] K= TP PP P OO UPPPPPPPPRPINN 5
e ToT o] (IS o ] i TR 5
Forecast Entry Spreadsheett™ (EREPOIS) ..uuiiiicviiiiicieee ettt ettt eeaae e e 6
Load Forecast ENtrieS ™ (PEOPIESOSL) ......cccuveeeiueeeeieeeeieeeeteeeecteeeetee e eetreeeteeeeaeeeeaeeesnaeeeans 10
SUMIMIATY tiiieieieieieee e eeeeeeeeeeeeee e e eeee e e e e e s e s e s esesesesesesesasasasasasasasasasasssssssssnsnsnnnsnnssnnnsnsnnnsnsnsnsnnnnnnnnen 10
Detailed StEP BY STEP PrOCESS..uuiiii ittt ettt e e et e e e e e e e e rrae e e e e e e s e e ennsraaeeeeeaens 11
Mass Forecast Upload (Available on BAM WEDSItE) .....ceeeecuviieieiiiieeeeieee et 17
HOW t0 Properly APPLY @ FIlLEr vuuueiiiiiiecriieeee ettt e eesenrare e e e e e s eesnrreeeneeeeeens 22
FOreCaSt VIEWE? (BREDOITS) ..veeeeuveeecueeeecteeeeiteeeeteeeeteeesteeeeteeeetaeeesaaeessaeessseeesseeensseesseeesnsesennnes 24
FINAliZe FOr@CaSst™ (PEOPIESOSL)...cccueeecreeiereeeeitee ettt et et et eetae et e e et eeaaeeeeaeeesbeeeeans 27
FOreCast STatUSE? (BREPOIS) ...c.uuee ettt ettt e e e e te e e ette e e stae e s aae e e abeeeesaeesesaeesasaeenans 31
TN - Ua Lo N 3 {=ToT 01T o TR 33
Forecast Status DefiNItioN ..o s 33
FOrecast VIEW = VPAE? (BREPOITS) .....ecccuveeeceeeeeiteeeeitee et eiteeeeiteeeeveeeesaeeseaseesseeensseeeenneesneeenanes 34
Contact INFOrMAtION.....ciiiiiieeee e s s 36
Page 1 of 36 Financial Forecast Guideline and Training Manual

YORKIL




Definition of a Forecast

A Forecast is an estimation of the financial position of your Division, Faculty, Department or
unit at the end of the current fiscal year. It is comprised of the Actual year-to-date Revenue
and Expenditures plus an estimation of the Revenue and Expenditures that will incur for the
remainder of the current fiscal year. The Forecast is based on a set of assumptions and
projections that are made by the Division, Faculty, Department or unit in conjunction with the
Finance department and Office of Budgets and Asset Management.

Estimated ;
revenues + Fiscal Year

Actual
Revenues +

expenses for Forecast

remaining (12 months)
months

Expenses
incurred to
date

Preparation and Submission

A Financial Forecast should be developed at the Cost Centre level or at the Activity-Time-
Location (ATL) level for each Cost Centre. If desired, it can be developed and submitted at the
financial roll-up level (Faculty or Department level).

Users who wish to submit the forecast 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 forecast balances.

Forecast Ledgers

Forecast entries can be uploaded to the following ledgers:

1. Forecast Current or Working (Optional for all areas) - To upload your ongoing
forecast (Own departmental/faculty use)

2. Forecast Finance (Mandatory for all areas) —To submit your forecast to Finance and
Office of Budgets and Asset Management
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Forecast Submission Due Date

Forecast Ledger Submission date

Forecast Finance Each faculty/department must submit their forecasts to Finance

Submission (FCASTFIN) and Office of Budgets and Asset Management on January 31
each year unless a different date was communicated on the
annual Forecast/Budget Call memo.

Note: Each faculty/department has the same due date which is
set and communicated by the department of Finance and Office
of Budgets and Asset Management.

Forecast Process Summary

Step 1 - Enter your forecast entries through one of the two methods:

(1) Forecast Entry Spreadsheet (eReports) where the template is downloaded from
eReportsf*and loaded through PeopleSoft P*-Forecast for one Cost Centre at a time
(Pgs. 6-16) OR

(2) Forecast Mass Upload Template (Downloaded from BAM Website) where forecast
entries are uploaded in a batch file-Forecast for one or multiple Cost Centres at a time.
(Pgs. 17-23)

* CAUTION: It is recommended to submit the forecast entries using the Forecast Mass
Upload Template from your work location.

Step 2 - Verify your forecasts data by using:

Forecast View*®® (eReports)-Used to view your forecast entries (Pgs. 24-26)

_) TIP: Make sure that the Forecast Entry Column is showing the amount for the whole
fiscal year.

Step 3 - Finalize™ your forecasts through the Forecast Administration page on PeopleSoft.
(Pgs. 27-30)

Step 4 - Verify that all forecasts’ combinations have been finalized with the correct amount
in the right forecast ledger by using the Forecast Status®? (eReports). This report can also
provide information such as the last updated user and last updated time. (Pgs. 31-32)
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eReports and PeopleSoft Log-in

Use your Passport York username and password to login to eReports and PeopleSoft

Logging into PeopleSoft Offsite

If you want to access PeopleSoft or upload forecast data using a computer outside the campus
(via Peoplesoft or Mass upload template), you will first need to connect to York’s Virtual Private
Network using the Remote Desktop access to your work desktop.

Step-by-step VPN instructions via Ivanti Secure Access Client are available through York UIT
resources. If you have any issues regarding to Ivanti Secure Access, kindly please contact UIT
at askit@yorku.ca

CAUTION: Do not upload your forecast entries via Peoplesoft/Mass upload template off
campus without remote desktop access. Data can be entered and saved in the Mass
upload template for later upload when on site or with remote desktop access.
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https://ereports.uit.yorku.ca/ereports/
https://psfinance.info.yorku.ca/
https://uit.yorku.ca/faculty-staff-services/internet-access/secure-remote-access
mailto:askit@yorku.ca

Forecast Modules at a Glance

EREPORTS

Go to Finance>Forecast & Budget Call
Reports

E

)

a

A

a

A

a

A

a

A

Forecast & Budget Call
Budget Entry Spreadsheet
Budget Status

Budget View

Forecast Entry Spreadshest

Forecast Status
Forecast View

Forecast View - VPAL

Roling Budget Status
Rolling Budget View - PBA
Roling Budget View - VPA

PEOPLESOFT

Go to > Forecast & Budget

El. To download the forecast template in excel format for
forecast entry. (Forecast for once cost centre at a time)

E2. To view the forecast status. (Open, finalized, or closed)

E3. To view the forecast entries.
{(Used by all areas)

E4. To view the

forecast entries in VPA&P format.

F~] Budget Administration (Year 1)

f~| Budget Administration(Rolling)

=

Ia_"‘

Budget Import

Forecast Administration L

Forecast Import

Enter any information you

Find an Existing Value

Search Criteria

have and click Search. Leave fields blank for a list of all values.

Add a New Value

P2. Use to finalize

A 4

forecast

f~| Forecast Import

/}

Run Control ID| begins w

(J case sensitive

Search Clear

P4. Use to load forecast entries (one cost

centre at a time)

th v}

2
Basic Search & Save Search Criteria

e | Add a New Value
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Forecast Entry Spreadsheet®! (eReports)
Go to Finance > Forecast & Budget Call > Forecast Entry Spreadsheet

_) TIP: The Forecast Entry Spreadsheet allows you to quickly load the forecast entries
that exist in one ledger to another.

For example, you have already entered the forecast entries in the ‘Current or Working’ ledger
and would like to enter the same numbers in ‘Finance Submission’. To obtain the forecast
entries from ‘Current or Working’, choose ‘Current or Working’ for ‘Forecast Entry Information to
populate from’ in the Forecast Entry Spreadsheet criteria page. Once downloaded, save the file
and follow the steps detailed in load forecast entries in PeopleSoft on Pg. 10.

Step 1: Select/enter the criteria you want to base your report on and click on Fetch Report.
This will open up an excel spreadsheet similar to the one shown in step 3.

I

Forecast Entry Spreadsheet

) Select to forecast either at
ForecastFiscal Year: 201X Cost Centre- Consolidated level or

/ Activity/Time/Location (ATL)- Detailed Level
Activity/Time/Location (ATL)

Forecast By:
Cost Centre: Enter the ATL combination if you have selected
Fund 200 . to forecast by Activity/Time/Location (ATL)
Activity: . .
Select the accounting period for the actuals columns
Time: (Columns G, H, L &I}
Location:

Select if you want to enter the forecast for the
Whole Year (12 months) or Remaining months
from the accounting period selected for actuals

Accounting Period to use for Actuals:  December 201 X

Forecast for Whole Year, or Remaining Months:  Whole ear

Forecast Entry Information to populate from:  Finance Submission

Select the forecast ledger source that will be
used to pre-enter the information in the

forecast entry columns (Columns C, D & E).

/ \ v =s

Step 2: Save the excel spreadsheet on your computer or shared drive.

-) TIP: Remember the filename and location for completing step 4(load forecast entries).

* CAUTION: Filename can only be 64 characters long including spaces.
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Step 3: Follow these step-by-step instructions to enter your forecast entries and save your file.

STEP COLUMN HEADER ‘PURPOSE

1a@) B Account

i(b) B New
Accounts
Section

2@) | C Forecast for
Remaining
Months

2(b) D Forecast for
Year

3 E Comments

Page 7 of 36

This column should be used for account numbers only.

If you need to forecast for an account that is not
displayed in this spreadsheet, add the new account under
the New Accounts section.

_) TIP: Click on the link to Chart of Accounts if you
do not know the account number.

Enter the forecast numbers for the remaining year in
this column if you have selected to forecast for the
remaining months.

Note: Even if you’ll be entering the numbers for the
remaining months in this column(Column C), the system
will only upload the calculated numbers in Column D
(Forecast for Year), where Forecast for the Year(Column
D) = YTD Actual Revenues and Expenses(Column G) +
Forecast for Remaining Months (Column C).

é TIP: This column will be highlighted in grey if you
have made this selection.

_) TIP: Enter positive numbers for increase in both
revenues and expenses.

* CAUTION: Do not enter the forecast numbers in
this column if it is not highlighted in grey.

Enter the forecast numbers for the whole year (12
months) in this column if you have selected to forecast
for the year.

_) TIP: This column will be highlighted in grey if you
have made this selection.

_) TIP: Enter positive numbers for increase in both
revenues and expenses.

* CAUTION: Do not enter the forecast numbers in
this column if it is not highlighted in grey.

Enter the comments in this column. Comments can be up
to 1000 characters including spaces.
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https://www.yorku.ca/finance/financial-resources/chart-of-accounts/

TIP: The system will automatically calculate the benefit amount if a salary amount is

->

automatically calculate the amount.

entered without benefit amount or with $0.00 benefit amount. If the benefit account
needs to be $0, enter the benefit amount $0.01 so that the system does not

A B c D E F G
1 York Financial Forecast R
2 |Fiscal Year 2K * Balances as at January 2(
3 |Forecast Detail Level cc
4 |Fund 200 Operating Fund Forecast Detail Level: Cost C
5 Cost Centre 111111 Financial Reporting
6 |CostCentre Status ACTIVE Forecast Statuses
T  Start Date 1111960 End Date 1213172088 Current or Working Submisson: Open at an Unselected Le
8 Finance Submission: Open at an Unselected Le
9 Divisional Submission One: Open at an Unselected Le
10 Divisional Submission Two: Finalized at an Unselectec
11
12 |https:ifinance.yorku.calFINS0PRD/signon.html
13 |Copy and paste URL above in your browser (Internet Explorer nequired) to upload your forecast spreadsheet.
14
15 * Do not adgd/move/delete columns Ato E*
16 2015-2018 2015-2016 2015 - 2016 2015 - 2016
Account Description Account Forecast For Forecast for Year Comments™ Budget Current YTD Actuals*
Remaining Months**
17
18 l — anledj om: Finance Forecast
107 Total Supplies-Comprehensive&General Y A AT 15,000 7,630
108| Total Operating Costs Step 3 | 70,000 129,408
108 Electricity Step 1(2) | Step 2(2) L - ‘ Step 2(b) E Ld - 126
110 Wehicle Fuel - Gas 464000 - - - -
m Telephone Equip RentakTelecom 467000 100,000 150,000 100,000
112 Telephone/Data Equipment 467100 20,000 - 20,000
113 Telephone Equipment Rent Oth 467400 500 - 500
114 Total Telephone & Power 120,626 150,000 120,626
115  Total Taxes and Utilities 120,626 150,000 120,626
116 Total Expenses 2,173,995 2,993,106 2,173,996
17!
118 Total Revenue Less Expenses (1,913,874) (2,477,058) (1,913,874)
119| carryforward from Previous Year 583,560 200,000 200,000
120 carryforward to Next Year (1,330,314) (2,277,058) (1,713,874)

121

122 new Accounts

123 1f you are forecasting against an account that does not appear above,

nter it below.

124 Once this spreadsheet is uploaded into PeopleSoft, the account will appear above in subseguent downloads.
125 Link to Chart of Accounts: http://www yorku.calfinance/coa.ntm

126
Forecast For
127 Account Months Forecast for Year =
S
129
130
131

TIP: Columns F to P contain numbers from different sources that can be useful in

determining the forecast numbers. Use the headings to determine the source of the
information. For instance, the heading for Column F is 2015-16 Budget. This means

that the numbers displayed in this column contains the Fiscal 2016 budget entries.

>

A

Fiscal Year

Forecast Detail Level
Fund

Cost Centre

Cost Centre Status
Start Date

=1 [y i 1R S 1) LN
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B &
20XX
cc
200 Operating Fund
111111 Training Manual
ACTWE
512011 End Date

TIP: The Forecast Detail Level (Cost Centre level or ATL level) and the Cost Centre
information are displayed on the top-left corner.
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_) TIP: The Forecast Statuses for each forecast ledger and the Forecast Detail Level are
displayed in the top-middle of the spreadsheet.

F | G | H
York Financial Forecast Report
* Balances as at January 20 XX

Forecast Detail Level: Cost Centre

Forecast Statuses
Current or Working Submisson: Open at an Unselected Level
Finance Submission: Open at the Cost Centre Lewvel
Divisional Submission One: Finalized at the Cost Centre Level
Divisional Submission Twao: Finalized at an Unselected Level

* CAUTION: The budget and/or forecast columns may be empty if they have been
entered at the Cost Centre level and you are viewing the report at the ATL level.

Step 4: Load the forecast entry file using PeopleSoft application.

_) TIP: Click on the link shown on the Forecast Entry Spreadsheet to go to PeopleSoft
login page and login using your Passport York username and password.

A B
1
2 Fiscal Year 201X
3 |Forecast Detail Level cc
4 Fund 200
5 |Cost Centre 111111
6 |Cost Centre Status ACTIVE
7 | Start Date 11111960
8
9

s University Informaticn

Techmology

& Peoplesoft Finance
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Load Forecast Entries ™ (PeopleSoft)

SUMMARY

1. Goto York>Forecast & Budget>Forecast Import

2. From the Forecast Import module, click on Search

3. Select the Run Control ID

4. Delete previous attachment if any by clicking on the delete icon ( m )
Skip this step if this is your first time

5. Click on the look-up icon (O\) to open the Ledger selection menu

6. Select the appropriate ledger from the ledger selection menu

7. Click on clip icon (Cé? )to attach an excel file

8. Click on Browse to find the excel file in the saved area and double click on the filename
to select the file. Once selected, click Upload.
_) TIP: If you are experiencing some issues at this stage, retry with a shorter

filename of up to 64 characters.
9. Click Run to run the process

10. Click Okay to confirm running the process

11. Click on Process Monitor to see the status

(a) If the Run status shows ‘Success’ »Forecast has been successfully uploaded.
(b) If the Run status shows ‘No Success’ »Forecast could not be uploaded.

12.To view the error message log:

(1) Click on Details
(2) Click on View/Log Trace
(3) Click on Y GL LED IMP xxxxxx.LOG to view the error message

13.1If the file did not load (No Success Status), correct all the errors and save the file, and

repeat Step 1to 12.

)) FAST TRACK: To skip detailed steps & Mass Upload sections, go to Pg. 24 to
learn how to verify your forecast entries by using the Forecast View report.
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DETAILED STEP BY STEP PROCESS

1. Goto > Forecast & Budget>Forecast Import

| Budget Administration (Year 1)
Forecast Import

- S . . Enter any information you have and click Search. Leave fields blank for a list of all values.
-] Budget Administration(Rolling) V1 fon you ] :

Find an Existing Value Add a New Value
7| Budget Import
ﬁ & . Search Criteria

ﬁ Forecast Administratio Run Control ID| begins with v

O case Sensitive
{— Forecast Import

]
Search Clear Basic Search |2 Save Search Criteria

2. From the Forecast Import module, click on Search
Forecast Import

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Run Control ID| begins with v |

E) asza S:V

=@
Search Clear |Basic Search & Save Search Criteria

3. Select the Run Control ID “Forecast_Import”
Forecast Import

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Run Control ID| begins with v

[ case sensitive

=
Search Clear Basic Search & ve Search Criteria

Search Results
View All  First 4 1-30f3

Run Control ID Langu; Code
BUDGET_IMPORT  Eng®sh

FORECAST_IMPORT)English

Mass_Load_MD English

Find an Existing Value | Add a New Value

Page 11 of 36
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4. Delete previous attachment if any by clicking on the delete icon ( m ).

TIP: The filename of the attached file will be displayed besides “Attached File:”.

In the example below, the attached filename is “ATL_example” and is in an excel
(xlsx) format.

Excel File Forecast Ledger Import Request
Run Control ID FORECAST_IMPORT

Report Manager ~ Process Monitor |__Run

Process Request Parameters

Business Unit: YORK
*Ledger: FCASTFIN Q
Fiscal Year: 2023

Character Set: 1SO_8859-1

Validate ChartFields: All Common ChartFields

Attached File: financial_forecast_year_230010.xlsx & @

[flSave [aM Returnto Search | PreviousinList 4| NextinList |[Z]MNotify &% Refresh % Add

5] Update/Display

5. Click on the look-up icon (O\ ) to open the Ledger selection menu.
Excel File Forecast Ledger Import Request

Run Control ID FORECAST_IMPORT Report Manager  Process Monitor Run

Process Request Parameters

Business Unit: YORK
*Ledger: Q

Fiscal Year: 2023

Character Set: 1ISO_8859-1

Validate ChartFields: All Common ChartFields

Attached File: 4N

|Flsave [ah Return to Search 1] PreviousinList | 4| Nextin List [=] Notify || ¥ Refresh 4 Add ] Update/Display

6. Select the appropriate ledger from the ledger selection menu.

Look Up Ledger X

Help
Business Unit YORK
Ledger| begins with ~ | |

Look Up Clear Cancel  Basic Lookup

Search Results

View 100 First (&' 1.40t4 (b Last
Ledger Description
FCASTCURR Forecast Current or Working
WForecast Finance ———

FORECAST1 Forecast Division Submission 1
FORECAST2 Forecast Division Submission 2
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* CAUTION: Ensure that the appropriate ledger is selected when submitting your
forecast. Inappropriate ledger selection is one of the common mistakes.

=) TIP: See Pg. 3 for ledger information.

7. Click on the attach icon (ﬁ ) to attach an excel file
Excel File Forecast Ledger Import Request

Run Control ID FORECAST_IMPORT Report Manager  Process Monitor Run

Process Request Parameters

Business Unit: YORK

*Ledger: FCASTFIN Q
Fiscal Year: 2023

Character Set: 1SO_8859-1

Validate ChartFields: All Common ChartFields

Attached File: o e

[Flsave | [@ Returnto Search | 1] PreviousinList | |4] NextinList ||=]Notify ||&% Refresh [% Add ¥ Update/Display

8. Click on Browse to find the excel file in the saved area and double click on the filename
to select the file. Once selected, click on Upload.

_) TIP: If you are experiencing some issues at this stage, retry with a shorter
filename of up to 64 characters.

File Attachment X

Choose File | financial_forecast_year test.xlsx

Upload Cancel
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9. Click on Run to run the process
Excel File Forecast Ledger Import Request

Run Control ID FORECAST_IMPORT

Report Manager  Process Monitor | Run

Process Request Parameters

Business Unit: YORK
*Ledger: FCASTFIN Q

Fiscal Year: 2023

Character Set: 1SO_8859-1

Validate ChartFields: All Commen ChartFields

Attached File: financial_forecast_year_test.xlsx f B @

[§l save ||/[&P Returnto Search ||1Z] PreviousinList | 4] NextinList ||[=] Notify || &% Refresh E Add || B] Update/Display

10. Click on OK to confirm running the process

E

Process Scheduler Request

Help

User ID trainrpt Run Control ID FORECAST_IMPORT

Server Name| PSNT v Run Date 11/25/2022 ]
Recurrence v Run Time 4:55:16PM Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type “Type “Format Distribution
Excel File Ledger Import Y_GL_LED_IMP

Application Engine [ Web v [TXT v | Distribution

OK Cancel Refresh

11. Click on Process Monitor to see the status
Excel File Forecast Ledger Import Request

Run Control ID FORECAST_IMPORT Report Manager  Process Monitor

Ppficess Instance:847565
Process Request Parameters

Business Unit: YORK
*Ledger: FCASTFIN Q

Fiscal Year: 2023

Character Set: 1SO_8859-1

Validate ChartFields: All Common ChartFields

Attached File: financial_forecast_year_test.xisx f D @

[Glsave ||[@" Retumto Search | 1] PreviousinList | 4] NextinList ||/[=]Notify &% Refresh | [% Add | F] Update/Display
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a) Ifthe Run status shows ‘Success’ »Forecast has been successfully uploaded.

¥ Process List

E;‘ ‘? 1-10f1 v | ViewAl
Select Instance  Seq. Process Type Process Name User  Run Dn.mm.\ RunStaws  Dismibution pegils  Actions
847594 Application Engine ¥_GL_LED_IMP trainrpt  11/29/2022 12:13:52PM EST Posting Details ¥ Actions
‘ ’
b) If the Run status shows ‘No Success’ »Forecast could not be uploaded.
~ Process List
B Q f View Al
Select Instance  Seq. Process Type Procass Name User Run Date/Time \ Run Status ::::::’""“ Detalls  Actions
847566 Application Engine SLLEDIMP  trainrpt 1112512022 4:58:35PM EST NfA Detalls i
12.To view the error message log:
. .
a) Click on Details
~ Process List
= 12012 | View Al
Soloct  Instance  Seq. Process Typo Procass Nama usor Run Date/Tima Run snam Dotails  Actions
847586 Application Engine Y_GL_LED_IMP trainrpt 111252022 4:58:35PM EST NoSuccess  N/A  Actions
. N
b) Click on View Log/Trace
Process Detail ®
Help
Process
Instance 847566 Type Application Engine
Name Y_GL_LED_IMP Description  Excel File Ledger Import
Run Status No Success Distribution Status Posted
Run Update Process

Run Control ID FORECAST_IMPORT

Location Server
Server PSNT
Recurrence

Date/Time

Request Created On
Run Anytime After
Began Process At
Ended Process At

Page 15 of 36

11/25/2022 4:58:39PM EST
11/25/2022 4:58:35PM EST
11/25/2022 4:58:53PM EST
11/25/2022 4:59:08PM EST

Hold Request

Queue Request

Cancel Request
O Delete Request

Re-send Content Restart Request

Actions
Parameters Transfer
Message Log View Locks

Batch Timings
View Log/Mrace
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13. If the file did not load (No Success Status), correct all the errors and save the file, and

24

Page 16 of 36

c) ClickonY GL LED IMP xxxxxx.LOG to view the error message

View Log/Trace x
Report
Report ID 635047 Process Instance 847566 = 3
Name Y_GL_LED_IMP Process Type Application Engine
Run Status  No Success
Execel File Ledger Impor
Distribution Details
Distribution Node  FIN_NT Expiration Date
File List
Name File Size (bytes) Datetime Created
11/25/2022 4:59:08.668813PM EST
11/26/2022 4:59:08.668B13PM EST
Distribute To
Distribution 1D Type Distribution ID
User trainrpt
B

d) Allthe errors are listed after Forecast Level in the error log.
Forecast Import.

Date: 201X-01-1%9 ——? ‘ Date & Time the file was loaded
Time: 15.44.01.000000

Processing file: Testlanllxls —*

Process Instance: 428267
User: TESTER

Bctive Number of Rows : 105

Set ID : YORK . .
Fiseal Year: 201% Display your selections from the

Fund Code : 200 Forecast Entry and Forecast Import.

Cost Centre :111111
Betiwvicy Code @
Time Code :
Location Code :

Ledger : FCASTFIN
Forecast Level: Cost Centre Lewvel

Line 105 : Duplicate account entered: 467000

= List of errors

Frocess Failed. 211 work rolled back.

TIP: The details of the errors are indicated in this error log. For instance, “Line
é 105: Duplicate account entered: 467000” indicates that line 105 contains the

duplicate entry for account 467000.

repeat Step 1to 12.

FAST TRACK: To skip Mass Upload section, go to Pg. 24 to learn how to verify your

forecast entries by using the Forecast View report.

Financial Forecast Guideline and Training Manual

YORKIL




Mass Forecast Upload (Available on BAM Website)

Use the Mass Forecast Upload to enter the forecasts for one or many Cost Centres via a batch
file.

* CAUTION: Close all other workbook/worksheets with macros when using the Mass
Forecast Upload template.

FAST TRACK: Skip this section and follow the worksheets, ‘Mass Upload Instructions’,
)) and ‘Important Points to Remember’ found on the Mass Upload Template for quick
instructions if you are familiar with the mass budget upload.

Step 1: Download the Mass Forecast Upload template from the BAM website

Step 2: Click on Yes to open the file.

Microsoft Excel @

The file you are trying to open, 'ForeCast_C12007_PROD.xlsm.xds!, is in a different format than specified by the file extension. Verify that the file is not corrupted and is from @ trusted source before opening the file. Do you want to

7[& open the file now?
________.*\‘es ] [ Mo ] l Help ]

Step 3: Enable editing/content/macros.
1. Click Enable Editing to be able to enter the forecast data in this template.

Home Insert Page Layout Formulas Data Review Wiew Add-Ins Acrobat
o Protected View  This file originated from an Internet location and might be unsafe. Click for more details. Enable Editing
AG - I /

A B C D E F G H

| 2 ¥ LED BUDG CNTL CI

3 |Record Type 000 Record Type 000 Record Type 000 Record Type 000 Record Type 000 Record Type 000 Record Type 000 Record Type 000 Recol
4 |Business Unit |Ledger Fizcal Year Forecast Leve|Account Fund Code Cost Centre | Activity Time

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

Home Insert Page Layout Formulas Data Review View Add-Ins A
== ¥ cut _ s = O _—
j Arial 10 v A N F == & = Wrap Text
F‘_ : 53 Copy - e A .
aste S - - E==|iEEE | & :
- o Format Painter B I U HE =13 == 9| &= 8 w2 Merge & Cente
Clipboard ] Font ] Alignment
!;' Security Warning Some active content has been disabled. Click for more details. Enable Content
A6 . e /
A B C D E F G

Step 4: Save the template on your personal computer or shared drive. Close and reopen your
newly saved file. Make sure it is saved as an Excel Macro-Enabled Workbook (*.xlsm)
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https://www.yorku.ca/bam/forms/#financialforecast

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

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

Pagelayout  Formulas  Data  Review  View | AddIns | Acobat

nvisionDrill - |8 Stage Data for Submission

Menu Commands cu

stom Toolbars

E23 -

£

A

B (03 D E F

G

H | J K L

Data Input

1

2 Y_LED_BUDG_CNTL_CI

3 Record Type 000

Record Type 000 |Record Type 000|Record Type 000 |Record Type 000 |Record Type 000

Record Type 000 |Record Type 000|Record Type 000|Record Type 000|Record Type 000 Record Type

Unit

Cost Centre

Ledger Fiscal Year Forecast Level [Account Fund Code

Activity Time Location Posted Amount |Ci

5 |YORK

FCASTFIN 20xx |CC 401000 200

111111

20000. | Test

6 |YORK

FCASTFIN 20xx |ATL 301000 200

222222

000001 100.| Test

7 |YORK

FCASTFIN 20xx |ATL 401000 200

222222

000001 50.|Test

Step 6

|
v

le—|

|
v )
L e 1 e L1 B L1 e B L1

i

I
v
[} (10}

/
]

A

| Step 5 |
|

i
W« » W] Connect Information . Template | Data Input .~ Staging & Submission Mass Upload Instructions Important Points To Remember

= Ml W

Step 6: Enter the data as per column headings.

1. Business Unit: YORKLedger: FCASTCURR or FCASTFIN

Look Up Ledger

x

Business Unit YORK

Ledger| begins with »

Look Up Clear Cancel | Basic Lookup

Search Results
View 100 First (4 1-4of4 (k) Last

Ledger Description
FCASTCURR Forecast Current or Working

Help

FCASTFIN  Forecast Finance

FORECASTZ2 Forecast Division Submission 2

=P TIP: See Pg. 3 for ledger information.
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2. Fiscal Year: Enter current fiscal year (YYYY).
3. Forecast Level: CC or ATL

4. Account

5. Fund Code

6. Cost Centre

7. Activity, Time and Location

8. Forecast amount for the whole fiscal year

_) TIP: Enter positive numbers when forecasting for increase in both revenues and
expenses.

Comments: Comments can be up to 1000 characters including spaces

Step 7(a)&(b):

From the Add Ins tab, click on Stage Data for Submission. This will copy the data from the
Data Input worksheet to Staging & Submission worksheet.

Note: Once you click on Stage Date for Submission, this will direct you to the Staging and
Submission worksheet.

Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat
nVisionDrill = [ Stage Data for Submissinn]

Menu Commands Custom Toolbars

Step 8:

From the Add-Ins tab, click on Submit Date. This will prompt you to enter your Passport York
username and password.

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

nVisionDrill * 55 Post Results L8 Submit Data

Menu Commands Custom Toolbars

A3 v Jx
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Step 9: Enter your Passport York username and password and then on OK

EESIE trainrptl oK
’—»«**»«M«** po—
Component Interface Name: ,—

[~ Generats Log

Password:

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

All the lines with status OK have been successfully posted.

All the lines with status ERROR failed and are not posted.

>

number of lines entered.

TIP: The status may take a few seconds to a few minutes to appear depending on the

A B c D E F G H 1 J K L

\Enter Connect Information > Build Template > Input Data >
1
2 Y_LED BUDG CNTL_CI
10 [ I [ I I I I I
1R 5 7000 YORK FCASTFIN 2016 CC 7140000 200 205000 100000_Did not insert a benefit account
20K 6 7600 YORK FCASTFIN 20716 CC 7070500 200 205000 500000_Mass upload-1
13 10 7 YORK FCASTF cC 034: 20 40000. Mass upload-
14 0 YORK FCASTFI E 030 20 50 Mass upload-
15 YORK FCASTFI CcC. 7122 20 0] Mass upload-
16 0 YORK FCASTFI cC 3 20 0 Mass upload-
170 YORK FCASTFI cC %3 20 0 Mass upload-
18 0 YORK FCASTFI EE 7 20 50 Mass upload-
19 0 YORK FCASTFI EE i 720 50 Mass upload-
20 0 YORK FCASTFI EE 74 720 50 Mass upload-
218 YORK FCASTF cC 7 20 50 Wzss upload-
22[0 YORK FCASTFI E 5 20 [205000 50 Mass upload-
230 YORK FCASTFI E 75120020 5D Mazss upload-
24 [0 YORK FCASTFI cC 747220020 0 Wiass upload-
2% 8 YORK. FCASTF cC 7476000 20 0 Wiass upload-
26 0 YORK FCASTFI = 748500020 D) Mass upload-
27 8 YORK FCASTFI EE 486100120 50 Mass upload-
28 0 YORK. FCASTF ES 748650020 50 Wiass upload-
23 0 YORK F Fl cC "ABET 20 50 Mass upload-
30 YORK FCASTFI E 004 20 50 Should be account number 487000
3 YORK FCASTFI C 14 20 2| 59 710000 Added one parttime staff
320 YORK. FCASTF ATL 4 20 020 7651 2200 Added ane part-time stall
330 TNy YORK FCASTFI ATL 7 20 020 59| 200 Mass upload-
348 N YORK. FCASTF ATL 3 720 020 7591 Wiass upload-
35 0 YORK FCASTFI ATL 3 20 020 59 Wiass upload-
35 0 %\ YORK. FCASTF ATL 22000 20 020 59 Wiass upload-
70 YORK FCASTF ATL 743100020 020 7591 Mass upload-
%0 YORK FCASTF ATL 73900020 020 69 WMass upload-
39 0 YORK FCASTF ATL 73910020 020 69 WMass upload-
40 0 YORK F Fi ATL 24 20 020 69| Mass upload-
118 YORK FCASTFI ATL i 20 020 69l Wiass upload-
12 YORK FCASTFI ATL i 20 020 691 Wiass upload-
138 YORK. FCASTFI ATL 5 720 020 59 Wiass upload-
Py YORK. FCASTFI ATL 745120020 020 59 Wiass upload-
450 YORK FCASTF ATL 747220020 020 7591 Wass upload-
46 0 YORK FCASTF ATL 747600020 020 69 WMass upload-
478 YORK FCASTF ATL 748500020 020 69 WMass upload-
45 0 YORK FCASTFI ATL 748610020 020 68l Mass upload-
13 YORK FCASTFI ATL 748660020 020 69l Wiass upload-
50 |© YORK FCASTFI ATL 7486700 20 020 691 Wiass upload-
510 YORK. FCASTFI ATL 738700020 020 59 Wiass upload-
52 'STOP
R3
W 4 » M| Connect Information - Template ~ Data Input | Staging & Submission .~ Mass Upload Instructions Important Points To Remember .~ £ [l4
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Step 11: Click on Post Results to post these results to the Data Input worksheet.

Note: Once you click on Post Results, this will direct you to the Data Input worksheet.

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

- Post Results| ¥ Submit Data

nVisionDrill =

Menu Commands Custom Toolbars

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

e Allthe lines with the status OK have been successfully posted. (Lines can be viewed in
real-time on the Forecast View report)

e Allthe lines with status Error failed and have not been posted. From the Data Input
worksheet, correct all the rows with Error Status and repeat Step 6 to 10.

-) TIP: Mousing over the Status Error for each error line will show you the error message.

D E F G H

TIP: If you want to amend an OK line, delete the ‘OK’ status message from the Data
é Input worksheet before repeating Step 7 to 10. (Lines with ‘OK’ status do not get
reloaded).

)) FAST TRACK: To skip How to properly apply a filter section, go to Pg. 24 to view your
forecast entries by using the Forecast View report.
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HOW TO PROPERLY APPLY A FILTER
mme Insert Page Layout Formulas Data Review View Add-Ins Acrobat

i I_-a ::E TED oy “ (B Connections 31 . T Clear E?- %’“ [ ﬁer
E T =] ”@ & prope &l 4/E] T reappy | B e ? E YR EE
From From From From Other | Exsting | Refresh _ ) z| sort = | Textto Remove  Data  Consolidate What-f = Group Ungroup Subtotal
Access Web  Tedt Sources~  Connections | AN~ = Edift Links {7 Advanced | Columns Duplicates Validation = Analysis < >
Get External Data C i Sort & Filte Data Tools Outline G
Ad - fx\ Status
A B & D E F [ H 1 1 [ K [ L | [
Data Input
1
Step 1], v Len supe_entL_ci
Record T 9T Record Type 00 Record Type 000 Record Type 000 Record Type 000 Record Type 000 Record Type 000
[ i | Cost Centre ~ | Time ~ | Location Posted Transaction Am!{~ |Comments
4 205000 00000 | Did not insert @ benelt account
2 l 205000 500000 [Mass upload-1
%l sotztoa Step 3 2016(cC 34210 00 208000 40000, Mass upload-1
2016/cC 30300 00 205000 00 Hass upload-1
Sort by Color 4 2016]CC 322000 Fooo 205000 00 Mass upload-1
‘I:\ 2016|CC 431000 00 |2|}5ﬂ|]|] 00 Mass upload-1
; 2016/CC 439000 00 |205000 00 1ass upload-1
Filter by Color v 2018[cC 439100 00 205000 00
Text Filters ) 2076(cC 541200 00 205000 00
- 2016|CC 441500 00 205000 00
2016/CC 7441600 00 205000 00
[search A 2018[cC 7451000 00 208000 00
W] (Select Al 2016/CC [i=1200 00 205000 00
2016/cC 472200 00 205000 00
2076(cC 476000 00 205000 00
2016|CC 485000 00 205000 00
2016/CC 455100 00 |205000 00
2016/CC 456500 00 205000 00
2076(cC 256700 00 205000 00
2076(CC 04600 00 205000 00 Should be account number 487000
2016/cC Fi40000 fo00 |205020 0010 10000 Added one part-time staff
2016|ATL 40000 00 205020 00 00 Added one part-time staff
2016|ATL 70500 00 205020 00 Tioo Hass upload-1
2016|ATL 34210 00 205020 00 00 Hass upload-1
2016|ATL 30300 fo00 |205020 00 00 1ass upload-1
Y ——r 2016|ATL 7422000 00 |205020 0013 00 1ass upload-1
2016|ATL 231000 00 205020 0018 400 Hass upload-1
2016 |ATL 439000 00 205020 0018 500 Hass upload-1
3 FCASTFIN 2016|ATL 439100 f200 205020 0013 00 1ass upload-1
34 FCASTFIN 2016|ATL 441200 00 |205020 0013 00 1ass upload-1
35 FCASTFIN 2016|ATL 441500 00 205020 0013 00
% FCASTFIN 2016 ATL 541600 00 205020 001g 400
7 FCASTFIN 2016 [ATL 451000 00 205020 0018 400
a8 FCASTFIN 2016|ATL 451200 00 |205020 0013 00
38 FCASTFIN 2016|ATL 472200 00 205020 0012 400
40 FCASTFIN 2016 ATL 476000 00 205020 001g 400
41 FCASTFIN 2016 [ATL 485000 00 205020 0018 400
2 FCASTFIN 2016|ATL 455100 00 |205020 0013 00
43 FCASTFIN 2016|ATL 456500 00 205020 0012 00
44 FCASTFIN 2016 ATL 456700 00 205020 001g 400
45 FCASTFIN 2016 [ATL 487000 00 205020 0018 400 Mass upload-1
46
47
48
48
50
st
=2
)
54
55
%
57

=
4 4 » M| Connect Information Template €CData Input ’ Staging & Submission Mass Upload Instructions Important Points To Remember (7]

Step 1: Select the 4™ Row.

TIP: Left-click on the letter ‘4’ to select the 4" row. Row 4 will be highlighted to
indicate its selection.

| C D E

3 |Record Type 000 |RBecord Type 000 [Record Type 000 |Rec
= |l_e_d,qer '~ |Fiscal Year ~ |Forecast Lev = |Acc

Step 2: Go to the Data tab and then click on Filter.

Mme Insert Page Layout

i i 3 TEly Iy A H & Clear
- 2l

LELI \} LE |—L' |—L' “ 35 Properties "‘;&I-"-':appl

From From From From Other Existing Refresh - EL sort Filt 7
Access Web Text Sources  Connections All~ =2 Edit Links u? Advant

Get External Data Connections Sort & Filter

View Add-Ins A
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Step 3: Click on the filter drop down icon at the lower-right corner of the ‘Status’ header to
open the drop-down menu.

3 Record Type C
4 Statu - Business Unil
s B MyoRk

Step 4: From the drop-down menu, click on the checkbox besides ‘OK’ to uncheck the OK box.

4] sortatoz 4
2l sotZtoa

i

Sort by Colar [

Filter by Colar L
Text Filters P T
Ll

(Select All) r

Error

5

Step 5: From the drop-down menu, click on OK.
4] somatoz 4
2} sotztoa

;
sart by Color v

Filter by Color (3
Text Filters [
2|l
] (Select Al r
Error
oK

oo Come )|

v
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Forecast View®® (eReports)

Go to Finance > Forecast & Budget Call > Forecast View

[E3

Forecast View

ForecastFiscal Year: 201X

View Forecast By Cost Centre - S'IE[] 1
Detail Level:  Details - Step 2
Show single forecast Submission, - a
or all Submissions:  -"2° e Step 3(a) for cc l
Forecast Entry Information to populate from:  Finance Submission HSTED 3(b) for ccl

Financial Rollup: __._9|»STE[] 3 for FRI’TI
Cost Centre: __—%Step 3(1’:) for cc l
Fund: 200 v
Adtivity: |
Time: | Step 3 for ATL
Location: |
Accounting Period to use for Actuals:  January 201% o e Step 5
Step 6

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- Numbers will be consolidated at Cost Centre Level if entered at ATL level.
Otherwise, report will look similar to Forecast Entry Spreadsheet.

(3) Activity/Time/Location (ATL)-View at detailed level. If numbers were entered at Cost
Centre level, the numbers will still be shown but comments will be missing under the
Cost Centre without ATL combinations.

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:
VIEW BY FINANCIAL ROLL-UP ONLY

Click on the hierarchy icon ( ) to open the Financial Roll-up selection window. Select
the Financial Roll-up and click on OK.

@ eReports - Mozilla Firefox E'@

B | https://ereportsqa.uit.yorku.ca/ereports/portal/parameters/brc

Choose a Financial Rollup from Fiscal 200 X

View sub-rollups of;
UNNERSITY « Go

O UNIVERSITY

b= () President of QA

b= () Academic Division

b= () Advancement Division

b= () Div. of Research & Innovation
|— () Div of Finance&Administration
= () General Institutional

b= () Fin Stmt Only Ancillary Orgs
= () Courtesy Fund 900

b= () All Projects

- () YUDC

= () York University Foundation

_) TIP: Click on the white circle besides the name of the Financial Rollup to select a
particular rollup.

_) TIP: 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.
VIEW BY COST CENTRE ONLY
Show single or all submissions:
(1) Single-Show forecast information for one ledger only
(2) All-Show forecast information for all ledgers
Select the Forecast Ledger

Enter the Cost Centre number
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VIEW BY ATL ONLY

Enter the Activity Code, Time Code, and/or Location Code.
Step 4: Choose the Fund code. (i.e. 100, 200, or 300)

Step 5: Choose the Accounting Period for Actuals (Selection is not available for view by
Financial Roll-up)

Step 6: Click on Fetch Report.

TIP: When viewing by Financial Roll-up, clicking on the Financial Roll-up name
highlighted in blue will give you the Forecast View reports for all the Cost Centres that
are under that Financial Roll-up.

Forecast Details View by Financial Rollup
Run-Time:  2/4/2016 1:14:41 PM

Report In: FFBO002 *Balances as at November 2015
Fund: 200 Operating Fund
Fiscal Year: 2018

2015-2016 2015-2016 2015-2016

Current or Divisional 2015-2016 Divisional 20152016

Working _Submission Finance _Submission 20152016 20152016 20152016 Current YTD 2014-2015

Forecast One Forecast Forecast Two Forecast 20152016 CurrentYTD  CurrentPO Current Salary Actuals + Prior Year
|Account Account i Entry Entry Entry Entry Budget Actuals® Commi c Commi Actuals
Revenue

External Cost Recoveries

TIP: When viewing by Cost Centre for all ledgers, click on the Forecast Entry
hyperlinked in blue to drill-down to the ledger details to see the comments for one of
the four ledgers.

Forecast Details View by Cost Centre
Report ID: FFB0002 . e Run-Time:  2/4/2016 2:10:24 PM
200 ‘Balances as at November 2015

Fund: Operating Fund Manager:  Jackson, Ashiey

Cost Centre: 231000 Finance Training 1 Current or Working Status: Open at an Unselected level Location:  Finance Office - 4747 Keele
Cost Centre Status: ACTIVE Divisional Submission One Status: Open at an Unselected level Department: Dept 25750

Start Date: 114960 End Date: 12/21/2099 Finance Submission Status: Open at an Unselected level

Divisional Submission Two Status: Open at an Unselected level

Budget source: Ledger table

2015-2016 2015-2016 2015-2016
Current or Divisional 20152016 Divisional 20152016
Working ~Submission Finance _Submission 115-2016 20152016 20152016 Current YTD
Eorecast One Forecast Forecast Two Forecast 20152016 rrent YTD Current PO Current Salary Actuals +
|Account Account Description Entry Entry Entry Entry Actuals® Ci [ © i
——— —

Revenue

Internal Cost Recoveries
Internal Cost Recoveries (General)
027800 I0R Ralaries Sunnart - - - - - & 000 - - & 000
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Finalize Forecast® (PeopleSoft)

YORK>Forecast & Budget>Forecast Administration

il

-] Budget Administration (Year 1) AT

%] Budget Administration(Rolling) Forecast Administration

SetiD: YORK M

Fiscal Year: 2023

] Budget Import

7| Forecast Administration Fund Code: 200 @ operating Fung

Ledger: FCASTFIN Q

] Forecast Import \ SteE 2

Cost Centres:

L) CostCentre
E () Range of Cost Centres

® Financial Rollup FINANCE Select Financlal Rollup
Comments:
p
Close Reopen Reset Finalize
i) Save | [&] Notify

Step 1. Enter/Select the Fund Code, i.e. 100, 200, or 300
Step 2: Enter/Select the Ledger, i.e. FCASTFIN
Step 3: Select to finalize by either

1. Cost Centre

Cost Centres:

© CostCentre CC Value: |111111 \
© Range ochhh\
(a) (b)

© Financial Rollup

(@) 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

Cost Centres:

D CostCentre From: 100000 = ()
@ Enge of Cost Centres  To:| 200000 '*-—- (c)

© Financial Rollup = (2)

(@) 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
3. Financial Roll-up

Cost Centres:

) CostCentre

(a)
) Range of (b)
cial Rollup Select Finarﬁup
(a) Select Financial Rollup
(b) Click on Select Financial Rollup

(c) Click on Find

Display and Select TreeNodes

SetlD YORK Effective Date 0%

Tree Name PBA

Collapse All | Expand Al Flnd\ FirstP
(©

E UNIVERSITY - UNIVERSITY
PRESIDENT DIV - Division of the President
i ACADEMIC DIVISION - Academic Division
ADVAMCEMENT DIVISION - Advancement Division
I RESEARCH_INMNOVATION - Div. of Research & Innovation
FINANCE & ADMIN. DIV - Div of Finance&Administration
PROVISIONS & RESERVE - General Institutional
FS ONLY AMCILLARY - Fin Stmt Only Ancillary Orgs
COURTESY - Courtesy Fund 900
PROJECTS - All Projects
YUDC-YUDC
i YUF - York University Foundation
INACTIVE NODES - Inactive Nodes

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

Find Tree Node
Tree Mode:

Description

Finance\

OR (@)
Find Detail Value

Cost Centre

Description

[ case sensitive

[ Exact Matching (e)

Find Close

Help

(e) Click on Find

(f) Click on Select if this is the node that you want to finalize.

-) TIP: The node you’ve selected to finalize is highlighted in grey.

SetlD YORK

Tree Name PBA

UNIVERSITY >FINANCE & ADMIN. DIV =AVP FIN & CFO

Collapse All | Expand All Find| Mext

R EUBERE CEG T Einance Depanment

1S0-180

PENSION OFFICE - Pension Office
PURCHASING - Purchasing
TREASURY - Treasury

AVP HREER - AVF HR & ER
FACULTY_RELATIONS - Faculty Relations
FACILITIES - Facilities Senvices
INTERNAL AUDIT - Internal Audit
SECURITY SERVICES - CSBO Other

COURTESY - Courtesy Fund 900
PROJECTS - All Projects
¥YUDC-YUDC

YUF - York University Foundation
INACTIVE NODES - Inactive Modes
Collapse All | Expand All

Select Cancel
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AVP FIM AMD CFO - Office of &/P Fin and Admin
COMPTROLLERS OFFICE - Comptroller's Office

FIN INACTIVE ORGS - Finance Inactive Orgs

PROVISIONS & RESERVE - General Institutional
F5 OMLY AMCILLARY - Fin Stmt Only Ancillary Orgs
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Step 4: Click on Finalize

7] Budget Administration (Year 1) P

7 Budget Administration(Rolling) Forecast Administration

1

S SetiD: YORK
i Budget Import
Fiscal Year: 2023

] Forecast Administration Fund Code: 200 |Q  gperating Fund

Ledger: FCASTFIN Q

i Forecast Import
Cost Centres:

O costcentre

~ Step 4
© Range of Cost Centres
® Financial Rollup FINANCE Select Financial Rollup
Comments:
&
Close Reopen Reset Finalize

) Save | |[=] MNotify

Step 5: A message similar to the one below pop-up. Click on Yes

Message

This process will FINALIZE the specified forecasts for the Fiscal Year = 208X, Fund = 200 and Cost Centre Rollup = FINAMCE (20001 43)

When finalizing forecasts this process will finalize any forecasts with the specified criteria and having a Forecast Status = OPEN.

Do you wish to continue? Step 5
Yes MNo
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Forecast Status®? (eReports)

Go to Finance > Forecast & Budget Call > Forecast Status

Forecast Status i

Step 1

ForecastFiscal Year:  20XX -

Search Status Report by, Cost Centre /
Financial Rollup:

Cost Centre: /‘?’

Step 3
ForecastEntry:  Finance Submission -v-—-? P
Fund: Al Funds = Step 4

Status: Al Statuses é Step &
Step 6

Step 2(a) for FRU

Step 2(b) for CC

Step 1: Choose to view either by
(1) Cost Centre-View one single Cost Centre at a time. Go to 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. Go to
Step 2 (b) if this option is selected.

Step 2(a) for CC: Enter the Cost Centre number

Step 2(b) for FRU:

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

2. Once you click on the hierarchy icon, a new window will pop-up to select a Financial
Roll-up. To select, click on the white circle besides the name of the Financial Roll-up
you want to select and then click OK.

_) 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 3: Select either (1) Current or Working, (2) Finance Submission, or (3) Divisional
Submission 1.
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-) TIP: See Pg. 3 for ledger information.
Step 4: Select either
(1) AUl 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 both cost centres that are open or finalized
(2) Open-Open cost centres/cost centres with ATL combination only
(3) Finalized-Finalized cost centres/cost centres with ATL combination only

Step 6: Click on Fetch Report. This will generate a report similar to the one below.

= Information Console - [Forecast Status] - Windows Internet Explorer

o |g, https: fferepartsqa.uit.vorku. cafereportsfipartalfactivePartalfviewer fviewframeset, jsp? __executableid=9301320001008id=1153&connectionHandle=bAq%2byoHIrv6%2b V| EJ +s

© File Edit View Favorites Tools  Help

: %Convert - @Select

e o ['_félnformation Console - [Forecast Status] l l . fGitome - )
Index)) (s (1) (B) () Goto ) Page |1 | of 1 | 759, v| Search)) ((Export/Printj)
Forecast Status
Uging: Financs Forscast Rn-TIME 9112012 43938
Status: a1
University » Div of Finance&Administration > Finance Department > Comptroller's Office
Department: 25750 SN-Comomolier
currant YTD
Current YTO Letusl
cost cic Forscast Actusl Expansss + Foracast Forscast  Dats Last Last
Fund  Csntre  Cost Cantre Description Etatus Lcthvity  Time Location  Lewsl Status Revenus  Commitments Ravanus Expensas  Updstsd Operator
200 31000 31000 = T3 Open FINPROD
200 = 00451 Open FINPROD
00 = e 475,000 2432 FINPROD
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Reset and Reopen

Contact Nockie Cheung (nockie@yorku.ca) from the Office of Budgets and Asset Management
if you need to reset or reopen your Cost Centres.

Their main differences are summarized below:

Reset Reopen

1.

1. Erase previous data entries

2. Can choose to enter by Cost Centre or
ATL

TIP: Request to reset the Cost
Centre if you want to forecast at a
different level than previously
selected and entered.

Forecast Status Definition

Forecast Status Definition

Open at an Unselected Level

Open at a Cost Centre Level

Open at Activity/Time/Location Level

Finalized at the Cost Centre Level

Finalized at the Activity/Time/Location
Level
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2.

Will not erase previous data entries

Can only enter at the same level as
previously selected, i.e. Cost Centre or
ATL

_) TIP: Request to reopen if you've

accidentally finalized your forecast.

Never forecasted for this Cost Centre.
Option to choose between ATL and
Cost Centre available

Forecast entries exist.

Can only forecast at Cost Centre level

Forecast entries exist.

Can only forecast at ATL level

Cannot enter any forecast entries as it
has been finalized.

Forecast entries exist at the Cost
Centre level.

Cannot enter any forecast entries as it
has been finalized.

Forecast entries exist at the ATL level.
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Forecast View - VPAE* (eReports)

Go to Finance > Forecast & Budget Call > Forecast View — VPA

Forecast View - VPA X
ForecastFiscal Year: 20 xx
View ForecastBy.  Financial Rollup f'ﬂ STE[] 1 I
Detail Level:  Details ——@I
Financial Rollup: E— ﬂStep 3 for FRLTI

Cost Centre: | —4 StE[] 3 for CC I
Fund: 200 # Step 4 |

Activity: |
Time: | 9 STE[] 3 for ATL
Location: |

Accounting Period to use for Actuals:  February 20xx S'I'E[] 5 I

Step 6 |

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- Numbers will be consolidated at Cost Centre Level if entered at ATL level.
(3) Activity/Time/Location (ATL)-View at detailed level.

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:

VIEW BY FINANCIAL ROLL-UP ONLY Click on the hierarchy icon ( ) to open the
Financial Roll-up selection window. Select the Financial Roll-up and click on OK.

& eReports - Moxzilla Firefox EI@

8 | https://ereportsqa.uit.yorku.ca/ereports/portal/parameters/bre

Choose a Financial Rollup from Fiscal 20xx: X

View sub-rollups of:
UNIVERSITY w GO

) UNIVERSITY

~) President of QA

() Academic Division

() Advancement Division

~) Div. of Research & Innovation
() Div of Finance&Administration
() General Institutional

~) Fin Stmt Only Ancillary Orgs
() Courtesy Fund 900

() All Projects

) Yupc

() York University Foundation

_) TIP: Click on the white circle besides the name of the Financial Rollup to select a
particular rollup.

TIP: 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.

VIEW BY COST CENTRE ONLY

Enter the Cost Centre number

VIEW BY ATL ONLY

Enter the Activity Code, Time Code, and/or Location Code.
Step 4: Choose the Fund code. (i.e. 100, 200, or 300)
Step 5: Choose the Accounting Period for Actuals

Step 6: Click on Fetch Report.
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Contact Information

Nockie Cheung
Manager of Financial Systems, Office of Budgets & Asset Management

E-mail: nockie@yorku.ca
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