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Program Users

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

on your desktop, click on the Start b utton located on bottom left of your screen . Se lect All
Programs, open the PowerPlan folder, and click on PowerPlan. The Login screen will pop up.

PowerPlan V5.20.27 Login E
Laogin Marme: IDwinfrey Ok
Password: I’““““1 Cancel
Environment:lPDwerPlan TEST LI G

Click on Planbook (also known as Workbook)

s+ File PlanBook Admin View

( PlanBook ) ||

~Repos— ||

“‘

When the Program Users log in, they will see several PlanBook temilate S.

451 File PlanBook Admin View Window Help

(A
Program Revenues
A
Expenses

These are the

A
templat es \

Program Balance

Staffing
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To Select and Open Your Planbook

If you only have one Planbook, it will automatically default to that Entity
and you do not need to the following. However, i
the Program number in the search box to brin
OK. You must do the following:

1) Click on Program Revenue on

2) Click on the Entity

3) Select Entities will pop up, in the Search box, enter the Program number you want to work on, click
on Search button.

the left

(a.k.a. Accounting Unit

- AU)

f you have multiple Planbooks, you will need to type in

g up the Planbook you want to work on

, or highlight it, click

%y File Edit Select PlanBook Admin View Window Opfions Help

[ErE @B

By

PlanBook

Q kEnt'rtv: 700 INPUT - 700 INPUT Scenario: WORKBOOKA Unit: 1

o=
Program Revenues

%
Expenses

Program Balance
MNon-School BRC
Budgets
o=
Discretionary Expenses
- Non-School BRC
Staffing

Template: Program Revenues Year: Fy2012 Currency: USD

Program Revenues Annual

Description: [10.01000.00.000700
Last Selected: ~|
#3 Cancel

View |Search|

4 Print
|?959| -~ Search | @ ID " Dest &

Dest |[Entity D (Checked |Status |Reviewer [« Relevant Accounts

=S Program Structure

BE Supv Curr Dir-CAB

BE Supv Curr Dir-PDC

BE Supv Library-PDC
10.01000.21.503705.610.074.68.999 8510
10.01000.21.503705.810.076.60.999 8510
BE Supv C&l/Prof Lib-PDC
10.01000.21.503723.610.073.60.999.8215
10.01000.21.503723.610.073.60.998 8220
10.01000.21.503723.810.073.60.999.8410
10.01000.21.503723.810.073.60.999.8420
10.01000.21.503723.610.073.60.999 8430
10.01000.21.503723.810.073.60.999.8460
10.01000.21.503723.810.073.60.999.8470
10.01000.21.503723.610.073.60.999 8480
10.01000.21.503723.610.073.60.998 8510
10.01000.21.503723.810.074.68.999.8510
BE LR Lowell

BE LR Mccarver

BE LR Library-Willard
10.01000.22.191705.810.076.60.999.8058
BE LR Oakland

10.01000.21 501700
10.01000.21.503700
10.01000.21.503705
10.01000.21.503705.810.074 66 999 8510
10.01000.21.503705.810.076.60.999.8510
10.01000.21.503723

10.01000.21.503723.610.073.60.999.8215
10.01000.21.503723.810.073.60.999.8220
10.01000.21.503723.810.073.60.999.8410
10.01000.21.503723.810.073.60.0999.8420
10.01000.21.503723.810.073.60.999 8430
10.01000.21.503723.810.073.60.999.8460
10.01000.21.503723.810.073.60.999.8470
10.01000.21.503723.810.073.60.999 8480
10.01000.21.503723.810.073.60.999.8510
10.01000.21.503723.810.074.68.999.8510
10.01000.22.139705

10.01000.22. 151705

10.01000.22.191705

10.01000.22.191705.810.076.60.999.8058
10.01000.22 234705

[kcomfor]
[kcomfor]

4) It will be highlight in blue, then click on the OK button.

Stage2-Input
Stage2-input
Stage2-input
Stage2-Input
Stage2-Input
Stage2-input
Stage2-Input
Stage2-Input
Stage2-input
Stage2-Input
Stage2-Input
Stage2-input
Stage2-input
Stage2-Input
Stage2-Input
Stage2-input
Stage2-Input
Stage2-Input
Stage2-input
Stage2-Input
Stage2-Input

Help

Detail

Filter

NidLiid

Description:

View | Searchl

]10_01000_00_000700

|?959

Desc

Arts Collaboration

=S BRC Structure
10.52470.27 220058
T2-A09-10 C/O TE - CAB
~® 700_INPUT

Read 2 Me (formerly Werlin)

@ ID
Entity ID

79850

10.52470.27.220058
10.52410.27.501077

700_INPUT

Last Selected:

(" Desc

Checked |Status

Stage2-Input
Stage2-Input

Stage2-Input
Stage2-Input
Stage2-Input

kcomfor

Reviewer -~
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Cancel

Print

Relevant Accounts

Help

Detail




Workflow Status (Checkout) Planbook

The current Workflow Status reflects the applicable stage of the budget process. Y ou must check out your
Planbook before you start to input your budget data. This will prevent other users that have access to
your program from working on the Planbook the same time you are entering your data.

To check out : Click on one of the template on the left side of screen. On this example below , Program
Revenue is used.

1) Click on the Program Revenue
2) Put your mouse pointer on Entity, then right click
3) Another screen will pop up, click on Check out, then ok

P put: -
" File Edit Select PlanBook Admin View Window Options Help
[EBRE| (B RS S a— EEEEEEEE
PIEVIETE Q Entity: 700 INPUT - 700 INPUT ) Scenario: WORKBOOKA  Unit: 1 Options
'-]‘9‘ Tem| nues Year: Fy2012 Currency: USD
I RETEES / Program Revenues Annual
T700_INPUT Fy2012 12012
ol #2 o T
= 429000 Local Support Non Tax-Unassign 0
Expenses T42000 Local Support Non Tax ‘ ‘
. LU LeEl HErEEs [ Entity Information : - 700_INPUT P
"‘; b000 Tolal Budget R i - -
—Entity

Program Balance

Number : ITO(LINPUT

A
| Description: [700_INPUT
Non-School BRC TYPe: HIGHER —_
Budgets e Active : @
_ Currency - [USD
$§‘ Reviewer ©
Discretionary Expenses
- Non-School BRC —Workflow Status
g@ Current Status: |Stage2-Input =] History

Staffing

[v Email Notification

—Check In / Check Out

Checked Out by :Ii Check In
username i

Check Out \L

History: 700_INPUT 700_INPUT 429000 Local Sup,

Total Average SH
Actualsz2011 ] ]
Actuals:2010 a a
Actuals:2009 o} o}

3 Year Avg 0 0
3 Year Avg% | 100.0% 0.0/
2011:2010 Change 0.0% 0.0% 0.0
2010:2009 Change 0.0% 0.0% 0.0
Adopte:Actual Change 0.0% 0.0% 0.0

If the Planbook is checked out by
someone else their name will
appear here. You can still view the
Planbook as a Read -Only file, but
no changes can be made.
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You can also view checkout, click on Entity, then view Status column.

_—— —

anBook Admin Payroll Decision-Package CapEx View wincm Help

2 B 0 3 L [ EEEELE

4

&
Q{ Entity: 011 INPUT - Finance ) Scenario: WORKBOOK A Unit: 1 Options
B Year: Fy2012 Currency: USD
Staffing Annual
FTE Select Entities ‘r‘\ Ed
5210 - or B :
Description: hief Financial Officer
5310 ription e oK
Last Selected: ~|
Cancel
View |Search|
Print
| Search & D ¢ Desc @ |
Desc Entity ID |Checked |Status |Reviewer | Relevant Accounts
=S BRC Structure
~# Chief Financial Officer 002_INPUT Stage2-Input Hel
-+ Telecommunications 008_INPUT Stage2-Input £3lp
Ins-Rent-Utilities-Interest 012_INPUT Stage2-Input Detail M
- Purchasing 013_INPUT Stage2-Input
-~ Equipment Replacement 014_INPUT Stage2-Input .
& Reimbursable Costs 015_INPUT Stage2-Input Fiter )
@ Printing & Graphics 029_INPUT Stage2-Input v’
-# Administrative Copy Machines 030_INPUT Stage2-Input
History: 011_1 Technology Services 031_INPUT Stage2-Input
Warehousing & Distribution 033_INPUT Stage2-Input
Actufl| ~# US & Interschool Mail 034_INPUT Stage2-Input
Actugl| ~# Alternative Funding Committee 039_INPUT Stage2-Input
Actugl| = Supplemental Allocations Stage2-Input
~# C&l Technology Training Stage2-Input
3Y)| # Instructional Technology Stage2-Input
3 Yey| Professional Development Ctr Stage2-Input
2011:2010] |
2010:2009) | Checked column: Indicates who
AdopteActuall | has the Planbook.
Adopf||

To get more detail of the Planboook, you can use either Detail or Filter, this tells you who checked it out.

For Filter, this screen will up, and click on OK.

_— e e

e

By string in Nurm/Desc: I Access: IMy Entities

Checked Out | Al Checked Out v | Show Hidden Entities

2
-

Workflow RollupMeeded
! Iy Work List |7 |7 Check for rollup needed
Enfities | am the Reviewer v rear: IFB"QMQ LI
Show Level: Scenario: IWORKBOOKA LI
|
| Clear | ok |
e — ————
G:\GROUPS\FINANCE\BUDGET\BUDGET\POWERPLAN\BUDGET 11-12\.RTF FILES\PROGRAM USER MANUAL-042011.RTF 5

5/20/2011 9:03 AM



Revenue Projections

The @APr dkgvermers 0 t e mgHowstthe derivation of the Budget Revenue. This template is
informational only, and there is no user input.

If the projected revenue is different from what the user is anticipating, the user must contact budget
department to inform them of the new revenue amount. Budget department will revise the revenue
and indirect (if applicable) amount accordingly.

I put: dvz

T File Edit Select PlanBook Admin Payroll View Window Options Help

ErE AaBR®BH%(E

PlanBook

'?5'3‘ Q £ntity: 51501 - T1-A Disadvantaged 10-11 : Scenario: WOR

‘ 2 Template: Program Revenues Year: Fy2012
Program Revenues Program Revenues Annual
- 51501 Fy2012 Fy2012
‘* 461510 Disadvantaged - Title 1A 10,687,076 | wr
Expenses T46000 Federal Special Purpose Projected Revenue
o T40000 Total Revenues
L D2010 Program Indirect Expenditure
Program Balance D2000 Total Budget Revenue
Projected Revenue
‘ﬁ less Indirect
Click here to
view your

revenue
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The

|| Powe

p

Projected

Expenditures

fi E x p éempladesaliows the Program users to update their

sadvantaged 10-11 - Expenses]

Ty File Edit Select PlanBook Admin Payroll View Window Options Help

discretionary expenses.

B

EXE

PlanBook

-

Revenues

Program Budgets

o

Expenses

o

Program Balance

<

Staff _Benefits

Expense t emplate allows the user to modify their

BhBhihiEa [
Q Entity: 51501 - T1-A Disadvantaged 10-11 Scenario: WORKBOOK A
Template: Expenses Year: Fy2012
Expenses Annual
51501 Fy2012 Fy2012
FTE FTE 99 4875
5091 Field Trip Transportation Tran 0
5053 Food Service Transfer 40,592
5055 P&G Copy Transfer 12,000
a0a7 P&G Printing Transfer 21,000
5059 P&G Color Copy Transfer 0
a064 School Choice Transportation T 534 356
TOODO Debit Transfer
5210 Cert Salaries - Regular
8215 Cert Compensated Absences
5220 Cert Extra Work (EP) 574,765
5224 Cert Class Coverage (EP) 0
5230 Cert Subs - Regular (EP) 75,000
5231 Cert Vacancies/Transition (EP) 0
5260 Cert Optional Days - District 96,109
5261 Cert Optional Days - Building 48,054
5262 Cert Optional Days - Employee 24,027
5290 Ceriificated Est. Salary Incre 42 821
T2000 Certificated Salaries
5310 Classified Salaries - Regular
5215 Classified Compensated Absence
a317 Classified Overtime (EP) 10,000
5320 Classified Extra Work (EP) 100,500
5323 Classified Staff Development 21,473
5324 Classified Class Coverage (EP) 0
5330 Classified Subs - Regular (EP) 20,000
5331 Classified Vacancies/Transitio 0

g

the user will see a list of all the
will not appear on the list or be di

projected expenses.

splay ed.

Discretionary Expenses. Upon opening th
I f the account never had any prior history then it
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I PowerPlan - [Input: T1-A Disadvantaged - Expenses]

“y File Edit Select PlanBook Admin Payroll Decision-Package CapEx View Window Options Help

EYCIBEEELEEEY IEN
FIIETRC ™ Q Entit,\5150%/ T!-A D'g Em',ty ke rio: WORKBOOK
- T —
‘fc; Template: Expenses Year: Fy2012
Program Revenues EKpEﬂS'ES Annual
— 5150X Fy2012 Fy2012
o FTE FTE 98,0875
Expenses 5051 Field Trip Transportation Tran 0
5053 Food Service Transfer 40,692
“; 5055 P&G Copy Transfer 12,000
Program Balance 5057 P&G Printing Transfer 21,000 \sEvETE i':or ex\:mnF;'e-
: 5059 P&G Color Copy Transfer 0 = » y[?ud al ;
A 5064 School Choice Transportation T 534,356 to bu gtet or
Stélfﬂn TO000 Debit Transfer biotes accoun
9 @ Gert Salaries - Reqular Calculator 5053, you
a5 Cert Compensated Absences would click
5220 Cert Extra Work (EP) Descriptions b | onthe
5224 Cert Class Goverage (EP) Entity Mode z]rzsusrgl'ei't‘d
5230 Cert Subs - Regular (EP) T Entity Made
5260 Cert Optional Days - District =0 v | oryoucan
~ R 5261 Cert Optional Days - Building .
The ATO refomles|| 55 Cert Optional Days - Employee PSRRI | use the icon
of the accounts. For 5200 Certificated Est_ Salary Incre on the tool
example, T0000 is a total T2000 Certificated Salaries Allow Breskback b | 0"
of aI_I accountsin ~ 50xx T 5910 Classified Salaries - Regular
Debit Transfer. 5315 Classified Compensated Absence

History: 5150X T1-A Disadvantaged 5210 Cert Salaries - Regular

Total Average SEP ocT NOW

Actuals:2011 0 0 1] 1] 1]

Actuals:2010] 4,115,500 342958 317,01 333,401 331,90

Actuals:2009 0 0 Q Q 1]

Bottom portion of 3YearAvg| 1,371,833 114319 106670 111150 110,634

your screen has the 3 YearAvg%|  100.0% 7.7% 8.1% 8.1%
3 Year Actual and

the Current Adopted 2011:2010 Change| (100.0%) 0.0% (100.0%) (100.0%) (100.0%)

Year. 2010:2008 Change 0.0% 0.0% 0.0% 0.0% 0.0%

Adopte:Actual Change 0.0% 0.0% 0.0% 0.0% 0.0%

Adopted:2011 0 ] ] ] ]

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

Print | Export to §preadsh@:I/

To input dat a expenditures , they need to be at the most granular base level e ntity (AU) level. Thus,
highlight the account for which a modification is desired. Right Click on the account, and chose
AEntity Mode o0 .Al |  AUGs wHrogram mill beldisplayed.
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The account that was selected is now shown for all Entities (AUs). At this level, the back
appears white, and the user can input the changes desired.
appearing in white. If it has another highlighted color in the background, it is a read

cannot be changed.

jput: I1T-A Disadvantaged 10-11 - ood Service Iransfe o

:t PlanBook Admin Payroll View Window Options Help

ELEERE IR

BEEBEE

J Q Entity: 51501 - T1-A Disadvantaged 10-11 Scenario. WORKBOOKA Units: 1
Accounts: 5053 - Food Service Transfer Year: Fy2012 Currency: USD
Entity Mode Annual
5053 Fy2012 Fy2012
51501 T1-A Disadvantaged 10-11 40,592
10.51501.00.000000 T1-A Disadvantaged 10-11 Budget 0
10.51501.21.501701 T1-A10-11 85 Supv - CAB 0
10.51501.21.501753 T1-A10-11 Supv - CAB 0 o
10.51501.21.501757 T1-A10-11 Supv Pl - CAB 10,428 g Bl ,
10.51501.21.501995 T1-A 10-11 PD Supv - CAB 0 B
10.51501.21.501996 T1-A 10-11 PD Supv - CAB 0 Notes ﬁ
10.51501.24 268753 T1-A G&C 10-11 - Tone 0 Budget t)etailsv*_1
10.51501.27.101737 T1-A 10-11 Teaching PD-Arlingt 0 Calculator
10.51501.27.101753 T1-A 10-11 Teaching-Arlington 0
10.51501.27.101757 T1-A 10-11 TE PI -Arlington 0 Descriptions 4
10.51501.27.101985 T1-A 10-11 Teaching-Arlington 0 Entity Mode
10.51501.27.104737 T1-A 10-11 Teaching PD - Blix 0 History
10.51501.27.104753 T1-A 10-11 Teaching - Blix 0 Sow S
10.51501.27.104985 T1-A 10-11 Teaching - Blix 0 — -
10.51501.27.105737 T1-A10-11 TE PD - Boze 0 Administrative >
10.51501.27.105753 T1-A 10-11 Teaching - Boze 0 :
10.51501.27.105757 T1-A10-11 TE PD - Boze 0 Allow Breakback P
10.51501.27.105985 T1-A 10-11 Teaching - Boze 0 LN >
10.51501.27.109753 T1-A 10-11 Teaching - Bryant 0 ey ~

ground
Data inputs are only allowed in areas
-only field, and

Notes (Comments) and Budget Details:

There are two methods to put additional information in the budget.
Budget Details.

The first is the Not  es, second is

Notes: If the user would like to include additional information in the budget , there is a comment field,
called Notes. This can be done by r ight click ing on the account ing unit and choose Notes . The user
now hast he opportunity to include an explanation , justification for additional information into that

specific budget account .
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The second isthe Budget Details : Right click on the account and choose Budget Details. The user
now has the opportunity to add multiple lines to aggregate into the account line , and write a Note

IMPORTANT: Budget Detail must be completed if the line item is equal to or greater than $10 ,000
you must specify the breakdown of where and how much the amount is going to be spent.

If you would like to see a  ny additional accounts; the user can click

on the AHidden Accountsodo button and
accounts that you would like to budget for. Note : If this button is

not available or displayed, it could be that there are no prior

histories for those accounts

oW iy | G0t W | v ul:llﬁllzlwlﬂll—‘_l\&l

C{ Entity: 5150X - T1-A Disadvantaged Scenario: WORKBOOK A Units: 1
Accounts: 5220 - Cert Extra Work (EF) Year: Fy2012 Currency: USD
Entity Mode Annual
5220 Fy2012 Fy2012

10.59150X.21.204757 T1 Disadv Supv Parent Involv- 0
10.5150X 21206757 T1 Disadv Supv Parent Involv- 0
10.5150X 21210753 T1-A Supv - Jason Lee 0
10.5150X 21214737 T1 Disadv Supv NCLB: Prof Dev 0
10.5150X 21 214753 T1-A Supv - Mcllvaigh 0
10.5150X 21 221737 T1-A09-10 Supv PD - 1st Creek 0
10.5150X 21 501701 10.5150X 21 501701
10.9150X.21.501737 T1 Disadv Supv NCLB: Prof Dev 0
10.5150%.21 504747 10 5150% 21 501747 ol
10.5154 Budget Detail @
10.5150
10.5154 Entity: 10.5150X.21.501701 - Scenario: WORKBOOK A
10.5130 Account: 5220 - Cert Extra Work (EP) Year: 2012
1321; Description Note Multiplier Total

i AVID School 1.00 25,000
10.515€ Assistant CAB 1.00 55,000
10.5150 Facilitator Testing 2.00 20,000
10.5154 1.00 0
10 5154
10,5150 Grand Total 100,000

AN

Type in the breakdown here and for each
line item indicate the description and how
much it will be. Then click on Save button.

2011
2010
Adopte A
Expo|'7 Dilsplay rﬁulltiblied ! Delete Row Cancel Save
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I g Q Entity: 5150 - T1-A Disadvantaged Scenario: WORKBOOKA  Units: 1
Accounts: 5220 - Cert Extra Work (EP) Year: Fy2012 Currency: USD

Entity Mode Annual

5220 Fy2012 Fy2012
10.5150X.21.204757 T1 Disadv Supv Parent Involv- 0
10.5150X.21.206757 T1 Disadv Supv Parent Involv- 0
10.5150X.21.210753 T1-A Supv - Jason Lee 0
10.5150X.21.214737 T1 Disadv Supv NCLB: Prof Dev 0
10.5150X.21.214753 T1-A Supv - Mclivaigh 0
10.5150X 21221737 T1-A09-10 Supv PD - 1st Creek 0
L ~J10.5150X.21.501701 10.5150X.21.501701 100,000
<:}G.51 50X.21.501737 T1 Disadv Supv NCLB: Prof Dev 0
0.5150X.21.501747 10.5150X .21 501747 0
10.5150X 21501753 10.5150X 21 501753 30,000
10.5150X.21.501757 10.5150X.21.501757 0
10.5150X 21501767 10.5150X 21 501767 0
10.5150X.21.501995 10.5150X 21 501995 0

If there is a red flag, it is an indicator that there is a Budget Detail for that line item. If it is yellow, it
indicates a Note.

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

Once you are done entering the amount. You need to go back to the Account Mode. This returns the

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

"5 File Edit Select PlanBook Admin Payroll View Window Options Help
IOEEELERE (R
V\ V\

To save input To return to Account Mode

To save you can click on the icon on the top left menu bar. Toreturn tothe  Program level, you can
right click ,then choose i Ac c ount , dvibydolicking the appropriate icon on the center menu bar.
This returns the user to the summary level so that another account can be selected for data input.

Il PowerPlan - [Input: advant
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Changes, Recalculations of Planbook, and Rollup

Entering data and/or ¢ hanges to an accounting unit  need to be recalculated and rolled up

returning to the #Accwheestappdar dnah left tbpeorrmero g , prompting the need for

U pon

a Rollu p. This indicates that cha nges have been made at a lower E ntity (AU) level, and a system R ollup
is required to bring the impact of those changes to the user 6Whidaagernhag coihue with
the data input process for many accounts (one after the next), they must remember to perform a
Rollupt o ensure that the ANET BA Il the\bGtiern of thetemplate dccustehp wn  a
reflects computed data
To refresh/recalculate budget inputs, click on the cog wheels
dvantaged - Expenses] -
lanBook/ Admin Payroll Decision-Package CapEx View Window Options Help
AFEB BN EA EEEBEEEE
.*;3) Entity: 5150X - T1-A Disadvantaged Scenario: WORKBODK A Unit: 1 Options
Template: Expenses Year: Fy2012 Currency: USD Hidden Accounts
Expenses Annual
5150X Fy2012 Fy2012
FTE -—e 53
F-%)
5051 — — —
5053 (" All changed entities only: all scenarios, structures and years.
5055 (_Changed specified entities only: specify scenarios,structures and year.
5057 «’ @ FoXce specified entities to calculate: specify scenarios, structures and year. Remote =
5059 \: >
064 —Related Entity and Structure:
e 5150X  Program Structure Entity
5210 set All
5215
5220 Clear All
5224
5230 —Year Check for Changed Data
5260 Fy2012 ~|
5261
5262 - Scenarios -(Locked scenarios not listed)
5290
Fy2012 BASE -~ " Actuals
T2000 Fy2012 ADJ BASE -
5310 Fy2012 GOVERNORS = Pl
5315 Fy2012 WORKBOOK A 3 an
= I Fy2012 WORKBOOK B @ I
- Both
Hist :515‘ Fy2012 WORKBOOK C .
Story Fy2012 HOUSE - |
| |
: : [~ validate budget details :
[T Use Stored Proc
| ||
31 i
2011-201l Save Template Load Template Cancel | Rollup | i
2010:200f please highlight the Related Entity and Structure, Year and Scenario you wish to Rollup ~—_ |
Adopte:Actull |

' e

7
This screen will pop up. Select the
highlighted items. Then press the
ARol l upd button belo
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— Time for this Structure

Current Time: |

44442011 3:49:15 P

Crverall Time

Current Time: |

444720171 3:49:15 PM

Completed in 00:00:00

Feleasing Memory

Start Time: | 442011 3:49:09 Ph Start Time: | 4/4/2011 3:45:44 PM
Elapsed Time: | 100006 Elapsed Time: | 00003
— Status:
Completed in 00:00:06 011 _INPUT BRC Structure

Entities far Current Structure:

This screen will

pop up. The bars
will Agrin
data, when
done the

Completed

button will light

up. Click on
Completed

button to exit

this screen.

Calculating “ear:

Fy2012

Completed

AN
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Program Balance Template

TheAiProgrdmnBae o templ at e s wtanRevenue, eTotal t ERpensel, and the resulting Net
Balance.

1T PowerPlan - [Input: T1-A Disadvantaged 10-11 - Program Balance]

":3 File Edit Zelect PlanBook Admin Payrol Wiewe @indowe Options  Help

EEEIE R TR Ii
FlanBook J;‘,i:] Q? Entity; 51501 - T1-A Disadvantaged 10-11 Scenario: BASE Unit: 1 Options
Template: Pragram Balance Year Fy2012 Currency: USD
Program Balance Annual
1501 Fy2012 Fy2012
L2000 Total Budget Revenue 20,113,533
Ta0000 Total Expenzes 9,634,255
MNETELL &RCER Balance 10,279,235
In this example, the user has a positive balance in excess of $10 ,279,235 million.
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Projected Staffing

The | ast t e mmgoa tsehsdinas sumrhafy of all salary expenses.

This Template shows the user the total salary. Users can #dadr i | | kypasition oof theh Baladket ai |
Expense. Select one of the Salaries (5210 or 5310) or FTE that have yellow background. For example
below , click on the amount, then right click, and choose Payroll A Detalils.

il PowerPlan - [input: T1-A Disadvantaged 10-11- S

3 File Edit Select PlanBook Admin Payroll View Window Options Help

ERE |BaB50%5%HEE =
PlanBook - Q Eniity. 51501 - T1-A Disadvantaged 10-11 " Scenario: WORKBOOKA
Template: Staffin Year: Fy2012
Program Revenues Staffing Annual
51501 Fy2012 Fy2012
FTE FTE 99.4875 .
5210 Cert Salaries - Regular 4,282 062 Save Input
5310 Classified Salaries - Regular 976,926 Ecit »
otes
Program Balance Calcidator
Staffing Entity Moce
History
Show O I
E 3 :‘!:r Fadion by Ck
Allowr Breakback  # Dstribalion by Po
——— [1ov023 106983
Calculations: [
Payroll Details :—_ ‘ -. 3|

Entity: IST 501 - T1-A Disadvantaged 10-11 Year o012 - l
Account: |521D-Cert Salaries - Regular Scenario:| 9 - WORKBOOK A vl

Currency: UsD - U EBhow Allncations
Employee Annuall SEP | OCT | NOV | DEC | JAN | FEB | MAR | APR | MAY | Jia
Teacher Other, 1477000020 55,364 4614 4614 4614 4614 4614 4614 4614 4614 4614
%EﬂMM(HO 124470 10373 10,373 10,373 10373 10373 10373 10373 10373 10373 1

| fAeather Other, 151700007 168,100) 14009 14009 14009 14009 14009 14009 14009 14009 14009 1

( Teacher Other, 155T000010 ) 71,564 5064 5064 5064 5064 5064 5064 5064 5,064 ]

Ngacher Other, 1657000010~ 174708 14567 14567 14567 14567 14567 14567 14567 14,561 10 geta print out, you
Teachel = 10 148 176 12,348 12,348 12,348 12,348 12,348 12,348 12,348 12,344 can click on the Print
Teacher Other, 1757000010 151,794 Export 650 12650 12650 12650 12650 12650 pyton, If you would like
Teacher Other, 1797000010 75,897 325 6,325 6,325 6,325 6.325 6,324 ;

Teacher Other, 1877000010 167,805 Prirt 984 13984 13984 13984 13984 13,984 to dowpload itto an
Teacher Other, 206TO00020 227,788 982 18982 18982 18us2  1s9s2  1sgsd Excelfile you can select
Teacher Other, 210T000010 224 087 574 18674 18674 18674 18674 18674 Export
Teacher Other, 221T000010 240692 20,0 0058 20058 20058 20058 20058 20,05
Teacher Reading Coach, 104TOC0040 14,456 1,205 1,205 1,205 1,205 1,205 1,205 1,205 1,205 /205
Teacher Reading Coach, 175T000030 15,182 1,265 1,265 1,265 1,265 1,265 1,265 1,265 1,265 1,265
Totals 4282066 356,839 356830 356,839 356830 356830 356,830 356,830 356830 /356,839 3¢ _
4 1 »
| Erint | Export Exit | I
| \—/ Al

From here, the User can right click or double click on a chosen position in the first column, labeled
Employee, and choose  Edit Employee
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This takes the User to the specific Position record.

Employee History B
General |F'ersona|| Hormme Enmiesl Allocationsl F‘osilionsl Classesl Events | Calculationsl Motes I

Pame
’7 Last: [[feacher Bucket

First: I501 TOO0040

Micidle: I

—Employment

Emp#: |501 TOOO040
HWaDae:|9;1mDﬁ —
Sal. Adjustment Date: I;—" 5 23002 vl

Company Code:

Employment Type: |7 Fulltime

Currency: || sp vl

ok Contact

Search Groups

Phore: I

1 |

Email: I

2 |
- |

3

Save

Each tab can be perused for accuracy. This Program

user can only manage

the FTE Input value which is

located on the Events  tab. To review the employee details comprising the FTE shown, refer to the Notes
tab.
To modify the FTE of an existing Position, simply position your cursor in the Value field and update the FTE
value as needed. Return to the Notes tab to document your changes.
To change the FTE click on the Events Tab , then click in the Value
cell, make the change on the FTE. If you accidently click on the To view the employee
Pay Year or Pay Period cells, you may get an error that says: details comprising the
AThi s s eeeentatype oyear -pay period combination has been FTE, click on the Notes
assigned. Pleasere -ent er . At this point yo tab.
by clicking the on the right, t
cell.
Employee History ___- - \ (=]
General | Personal| Home Eniities| AIIocalions' Positions| Classes ( Events | Iculalions| Notes |
{ Last: ITea.cher Other First: |104TOO0010 Middle:l
— Event History
FTE (Input)
FTE (Medical)
Hourly Employee
Pay Rate
Pay Year: |All Years vl Scenario; |WORKBOOKA
Insert Delete Print Export Template Events | Save | Exit |
|
Y
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Employee History g — (]
General | Personal | Home Entities | Allocations | Positions| Classes | Events | Calculations (uo«s\‘\

o
’7 Last’ ITeacnerOlIler First: [119TO00010 “ietietcire”

—Notes

3/9/2011 3:23:12 PM

Mouse, Minnie Emp # 12345 Sr - 12 FTE - 1.0000
Duck, Donald Emp # 67890 sr - 16 FTE - 0.6000
White, Snow Emp # 98789 Sr - 8 FTE - 0.5000

Save Exit
Notes Tab serves two purposes:
1) To review the employee details comprising the FTE shown.
2) To document your changes and write your comments
After you click on the Save button, this screen will pop up. Click on Yes but ton.
Employee History i =)

General | Personal | Home Entities | Allocations | Positions| Classes Events | Calculations| Notes |

Name
( Last: IEd Asst 2 First: |179PAB0030 Middle: |

—Event History

FTE (Input)

FTE (Medical)
Hourly Employee
Pay Rate

|

Pay Year: IAII Years vl Scenario: IWORKBOOKA vl
Insert Delete Print Export Template Events | Save | Exit |

Then click on Yes button again.
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@ Do you want to Process the employee?

The Scenario Selection and Year Selection will be pre -filled ; you do not need to change it, and then click
on Process.

- —n a— e - H

—Scenario Selection

Scenarios |YWORKBOOK A L|

—“'ear Selection

From:  |2011:1(9/1/2010- 8/30/2010] |

Ta:  |2015:12 (8/1/2015 - 8/31/2015) |

Cancel
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To Add a New Position

#1 - Click on the Staffing template on the left.

#2 - Click on Decision -Package from the menu bar

l PowerPlan - [Input: T1-A Disadvar

?:;o,_ File Edit Select PlanBook Admin Payrgll Decision-Package

, select New Request.

#2

pEx View Window Options Help

B & [E

|| & B B s g |

——/

EE

PlanBook

Program Revenues

s
Expenses

Program Balance

=

Staffing

\

#1

Entity: 51501 - T1-A Disadvantaged 10-11

Scenario: WORKBOOK A

Template: Staffing Year: Fy2012
Staffing Annual
51501 Fy2012 Fy2012
FTE FTE Q9 4875
5210 Cert Salaries - Regular 4 282 062
2310 Classified Salaries - Regular 976,926

scre
You

(Ent

#3 Request Name type in: Program Request
o) Néx( Request = |
N
Generdyg
Request Na |Program Request ‘ Request Ty DP -
| P E—
Entit | <+ i_; Refuest Stg— [Requested
RequestC | | Request Rea | |
Year: IFy2012 vl Start Da |09!01J2{ 'l Scenari IWORKBOOF 'I

Description | MNotes |

You can add 3860 more characters in description.

(Action

0.0% 0.0% 0.0%
0.0% 0.0% 0.0%
0.0% 0.0% 0.0%
0.0000 0.0000 0.0000

0.0%
0.0%
0.0%

0.0000

0.0%
0.0%
0.0%

0.0000

0.0% 0.0% 0.0%
0.0% 0.0% 0.0%
0.0% 0.0% 0.0%
0.0000 00000 0.0000

#4 1 Click in the
Entity field, and this

en will pop up.
will need to

select an
Accounting Unit

ity) from the

list by clicking on it.

a5 Select Entity ; |

Entitv: |

Entity

| Description

10.5150X.24.501753
10.5150X.26.501701
10.5150X.26.501753
10.5150X.27.101737

10.5150X.27.101753

10.5150X 27 101757
10.5150X.27.101985
10.5150X.27.103753
10.5150X.27.104701
10.5150X.27.104737
10.5150X.27.104753
10.5150X 27104757

10.5150X 27 104767

10.5150X.27.104985

10.5150X.24.501753

T1 Disadv Health-Summer Si
10.5150X.26.501753
10.5150X.27.101737
10.5150X 27101757
10.5150X.27.101985

T1-A Teaching - Bimey
T1-A TE Summer School - Bli
10.5150X.27.104737
10.5150X.27.104753

10.5150X 27.104757

T1-A 09-10 Teaching SES - E
10.5150X.27.104985

<]

-

El
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a5l New Request ’ u1
—General
Request Na‘Program Request ‘ Request Ty DpP -
Entit [10.5150X.21.501701 |[10.5150X.21.501701 | .| Request sta

Request C |DP—1U.51 20X 21.501701-12

| Request Rea Stafﬁng - |

Il | Year: |Fyr2{]12 LI Start Da IUQ;U1I2{ "l Scenari WORKBOOK «
| /
|
|
|
I - -
|| Description | Motes | #5 1 click on
| = — the drop
Mew position request to assist with office help.
| P =q P down, and
select
‘ Staffing I
| I
| Youcanadd 3784 more characters in description. Spell che |
Action
! I
E-‘,aup\[ Cancel | 1l
1 \l FZ |
AN Z

You will arrive on th  is screen, select Details

o5 Decision Package

=

<

Click on Save

Request Code  DP-10.51501.21.501701-12-002
for Mew Position
has been generated.

( Details Print New Request |
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This screen will come up, click on the Personnel tab. To enter a new position, click on the New Position

button, and fill  in the information. Thenc  lick on Save.
ot DP Request Details (DP-10.51501.21.501701-12-002-New Paosition) | 2L J
General

Request Na |Ne-.-.r Position

| ReauestTvo

Entitv: | 10.51501.21.501701

|[T1-A10-118SSupv-CAB | Reguest Stat |Requested ~]

Request Co [DP-10.51501.21.501701-12-002

| Request Reason: rsonnel - |

Year: Fy2012 Start Date: 19/01/21 vl

Scenario: IWORKBOOK > |

75.000 Description  Personnel

96,109
48,054
24,027
42 821

976,926

‘opy Transfer ‘

QCT MNOY
234 F

n

Detail (|| New Posmonfsl\F‘nnl | Export |

N\

New Position

=]

* Hire Date * Position | Mame | *FTEInput | *Hours *Class | * Employee Type |
15. 1 0 10.51501.21
0. You must fill in these required cells:
0. 1) Hire Date 1 click in the cell and from the calendar, click on 9/1/11.
0.0/

4

2)

3)
4)
5)

Position i from drop down menu, select the position title.

FTE Input 1 enter the FTE for the position

Class i1 (Bargaining Union) select from the drop down menu.

Employee Type i select Hourly

*Indicates required fields
## Indicates Parent-level classes

Fill in the information on all the
cells above, then click Save.
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Another screen will pop up to give you the total cost of the position.

—General

Request Na [New Position | Reauest Tvp
Entit:  [10.5150X 21 501701 |[10.5150X.21 501701 | RequestStat [Requested - |
|| Reauest co [DP-105150X 21.501701-12-002 |  Request Reasontafing v |
Year: Start Date” 19/01/21 ~ | Scenario:  [WORKBOOK ~ |

Description  Personnel

Last Name Position Position Count | Hours | Hire Date | Rate | FY2012 | FY20
PA-Para Professi PA-Para Profession: 1.00| 173.33 12011 3

Detail |[ New Position(s| Print | Export |

A
Requested By: Date: Approved By: Date: Total Cost™
(51501 | [04/04/20 | | | | (— 33.837.00

— N
Action Print | Save | Canoel|

If you would like to print it, you can click on the Print bu tton.
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Update and Refresh Changes
From Staffing Template and/or
Adding a New Position via Decision Package

After you have entered all position requests or changes in the position records
processed and moved. i Pr o c e sakulates the payroll data at the position level;

calculations into Power Pl aBudgst Scenario and places them into the appropriate Cost Object
(Account) and Accounting Unit (Entity) based on the employee allocations.

Step1l To Proc ess: Click on Payroll, select Process

]Iﬂ[ PowerPlan - [Input: Finance —_Sta_ffing]

, the records must be
fi Mo v ebdings these

" File Edit Select PlanBook Admi Payroll ision-Package CapEx View Window Options Help

E & i W= N B R @‘:@E\

Select Process

Select payroll process option

(" Process payroll anly

(" Mowe payroll anly

(@ Process and mowve payroll

Cancel
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Select start and end process dates

From:

To

Select scenarios to process and/orto mowve

A00FTED ( 5 )
ALTHORIZED

WORKBOOK B
WORKEOOK C

>>

Click on
Workbook A,

then click on >

arrow button

<Back

Cancel
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Select scenarios to process and/or to mowve

ADOPTED WORKEQOK, A
AUTHORIZED
WORKBOOK B
WORKBOOK, C ¢
It will go to the
»> right side, then
click Next

L

<Back /ga'd.& Cancel

Select classes fo process

A Al Classes - All Classes .
## BO-ALL - Al-Bus Drivers

## E-ALL - AllAdrministration Classified
## F5-ALL - All Food Services

## OFP-ALL - ALL-Office Professionals

m

## PR-ALL - ALL-Principal ES, MS, & HS .
## SE-ALL- All Security @) Click the

## TE-ALL - ALL-Al Teachers double>> arrow
BD - BD-Bus Drivers (12 mao) button

BOT - BDT-Bus Drivers (10 mao)

CIL - CU-Custodians

Ebd - EM-Exempt Classified

Ex - Ex-Exec Secretary/Other

F5-F5-Food Services

F55-FS5-Food Services (20 yrs) gl

## Indicates Parent-level classes

<Back

Cancel
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Select classes to process

## Indicates Parentevel classes

<€

## All Classes - All Classes
## BO-ALL - AlF-Bus Drivers

## E-ALL - AlFAdministration Classified

## F3-ALL - All Food Services

m

## OP-ALL - ALL-Office Professionals
## PR-ALL - ALL-Frincipal ES, M5, & HS

# SE-ALL - All Security

## TE-ALL - ALL-All Teachers

BD - BDO-Bus Drivers (12 mao)

BOT - BDT-Bus Drivers (10 mao)

CU - ClU-Custodians
Ebd - EM-Exempt Classified

Ex - Ex-Exec Secretary/Other

F5-F5-Food Services

F55-F55-Food Services (2

It will go to the
right side, then
click Next

<Hack et

Cancel
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O It will go to

the right side,
then click
Next

Click the
double>> arrow
button

It will go to the
right side, then
click on Next

-
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