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Longview Budget Planning (LBP) Basics

Longview Budget Planning is a web application Cornell University uses for creating department, college and
administrative unit budgets, which are then used to create the annual Trustee Budget. The system requires
the use of Microsoft Edge.

Accessing LBP
Launching your web browser and accessing the LBP system:

1.

Open your Microsoft Edge browser and navigate to the following URL:
https://cornell.lvcloud.com/cornellprd (for the production environment) or
https://cornellDev.lvcloud.com/cornelltrn (for the training environment)

Note: You may need to make Microsoft Edge your default browser, instructions are below, or you can copy and
paste the link into your Microsoft Edge browser.

CUWeblLogin

When the CUWebLogin window appears, use your NetID and password and click
Login.

Choose the appropriate group from the drop-down menu and click
ok. Typically, this will be “CLevUser — C Level User” or “DLevUser — D
Level User”, depending on your access privileges.

Making Microsoft Edge your default browser:

1.

2.

6.

Click the Start button in the lower left corner of your screen.
g ° ™

Select Settings.

E= Apps
8= Uninstall, defaults, optional

Select Apps. ey

Select Default apps.

Under Web browser, select the current browser listed, then select Microsoft Edge.

Web browser

E Internet Explorer

Choose an app

Y Microsoft Edge
Recommended for Windows 10

Firefox

Close window.
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LBP Portal
After successfully authenticating with Longview, you will be presented with the Longview Plan home page
that’s been customized for your level of access. This is where you will launch the LBP portal.

Launching the LBP Portal:

1. Click on the center blue tile labeled “Longview Plan”.

LEINGVI=W

¢ tewmces > Home

off Homo

-

| 632

i & LENGVISW
(=] PLAN

-

EY

[0

Note: You will be directed to another window, seen below.

| (Z) Home - Analytics Home X Untitled X +
ank

Open this file?

Do you want to open Longview.Client.application from
cornelllvcloud.com?

Report file as unsafe

2. Click “Open” to continue launching the application.

Inside the Portal:

Hover over letters to navigate menu options.
Select grouped applications by clicking corresponding letter. Planning
Click on title to open and launch application.

Home

udget Planning Applications

LBP Reference Guide, v. 8.7 Page 6
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Planning Wekerme

" Welcome to Longview, MFG1@CORNELL.EDU
jome

You are comected to the CornellPrd instance as UBOADMIN - UBO Adrminietrtors Group User

LBP System starus: Open. Open - Longriew i :
LBP FY24 Budget spento C level on Febmusy Tth - for dept level - ubo

help concern
CPT Status: The system s closed for review. Thank vou al for you planning cfforts. Questions: cp-help@comel.cdu
KCFS datais os of 01/30/2023 10:30PM.

Workday data s s of 0 €45PM.
Ftnalder data i as of 01/30/2023 645PM

2. Budget Planning Applications: H  Budget Planning Applications

ue and Expense Flanning
Planning with

Planning

3. Reporting:

Reporting

4 Operating
4 Analysis And Reporting
4 Endowed &
14.Contr

16.Endowed vs.
17 Endowed vs. Cont Current Year Trustee Budget
18.Endowed vs. Cont Mew Base Budget
19.Endowed vs. Cont Mew Trustee Budget
4 In Year Reporting
03.Vari Analysis by Object_In Year Reporting
4 May Book Templates
12 May Book - New Trustee Budget
12A May Book - Current Trustee Budget
12B May Book - New Base Budget
4 Revenue Expense Reports
02 Revenue vs. Expense - Historical Compare
Balanc
20. Revenue and Expense Planning History
4 Trustee Budget Format Standard Reports
09.Trustee Budget Format - New Budget
09A Trustee Budget Format - Current Base Budget
10.Trustee Budget Format - New Trustee Budget
11.Trustee Budget Format - Current Trustee Budget

Template

4 LaunCh Center' Longview Launch Center

4 Longview Components

Longview Add-In for Offic:

Longview Analysis and Reporting

LBP Reference Guide, v. 8.7 Page 7
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Revenue and Expense (R&E) Planning

As the name implies, this application is where you go to do your revenue and expense planning. This
includes salary, salary allocations, non-salary expenses, transfers, and administrative and sabbatical
leaves.

Launching the R&E Planning Application Budget Planning Applications
1. To begin R&E planning, single-click one of the
following links to launch the Revenue and
Expense Planning Organization/Accounts Selector e e P i
window: Position Review
a. Revenue and Expense Planning — The el tost Miocatiore
most streamlined way to perform annual
planning, using this method will provide a planning grid that only displays columns for
planning the next fiscal year.

Revenue and Expense Flanning

b. Revenue and Expense Planning with History — Using this link will provide a planning grid that

includes additional columns showing historical actuals from previous years.
c. Position Review — will show a list of all positions for your security level.
d. Update Cost Allocations (see instruction details on pg. 22).

| Comell - Planning =REC

Revenue & Expense Planning

@

@

g’éi} Cornell University
>

Qrganization Accounts

Architecture Artand Planning
D_2001 - AAP Dean's Units
D_2002 - Architecture
D_2003 - Art

m
i

D_2004 - City and Regional Planning
D_2006 - AAP Rome Program
D_2007 - AAP NYC Program
D_2010 - Council for the Arts
D_2014 - AAP Registrar/Enroliment
D_2015 - AAP Advising

D_2030 - AAP Associate Dean —

D_3308 - Program in Real Estate

Next Cancel

2. Revenue & Expense Planning Organization/Accounts Selector — a.k.a. “Org/Account Selector

Screen” From this window, you have two options for choosing how you want to do your planning:

a. Organization approach. This is the default view that is displayed when you launch the R&E Org/Acct
selector. Based upon your security privileges, you’ll be presented with a list of organizations you’re
authorized to access. In most cases, this will be a list of the departments you have responsibility for

planning/budgeting.

b. Account approach. Use this method when you want to choose a specific level in the account

hierarchy. You can choose any part of the account hierarchy you have access to, from the highest

access level you have been given rights to view, all the way down to the specific account/sub-

account. There are two variations to this method: when you know the account/organization, and

when you don’t.

LBP Reference Guide, v. 8.7
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Organizational approach
(The default approach)

This is the default view for the R&E Planning selector window. To select all the accounts associated with a
department or college:

. . R &E Planni ‘ornell University
1. Ensure the Ol’anIZGtIOH tClb evenue xpense Planning @ Cornell University

is selected.
2. Choose the department/
college you want to view/plan.
3. Click Next.

-

Once loaded, LBP will return the R&E
planning grid. On this grid is where you will
do your expense and revenue planning.
You will also be able to choose any account
that is associated with the selected
department. Please see the section below
entitled R&E Planning for more

information.

Accounts approach
(When you know the organization/account number)

The second way to begin to plan is called the Accounts approach. This method is useful when you want to
choose a specific account number to budget.

i Revenue & Expense Planni ~ornell University
1. Click on the Accounts tab. EVenuc s Enpen [ @ Cornell University

2. Choose the department you want to
view/plan. This defaults to the

Architecture &t and Planning

organization the UBO set for you ( o )
when your account was created. z
You can overwrite the default value, 9

and type in any organizational
level, account number or sub-
account number you have
permission to access (e.g. C-Level, 9
D-Level, S- Level, Account or Sub-
Account). Note that departments
start with “D_".

3. Click Next.

Once loaded, LBP will return the R&E planning grid. On this grid is where you will do your expense and
revenue planning. You will be able to choose any account that is associated with the selected level. If you
choose a section level, you'll only be able to see accounts associated with that section. If you choose an
account, you’ll only be able to see that account and any sub-accounts.
Please see the section below entitled R&E Planning for more information.
TIP: Performance of the Longview Budget Planning system is directly related to the size of the organization you decide
to view. If you want to load the planning grid quickly, choose an account or sub-account. If you want greater flexibility
during your planning session, and need to move between accounts quickly, choose the lowest level organization that
has all the accounts you want to plan. If you intend on planning several accounts at once, it is much more efficient to

load the department or section that spans across all the accounts you’ll be working on, even if this means it takes a
little longer to load the initial planning grid screen.

LBP Reference Guide, v. 8.7 Page 9
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Accounts approach (using the Symbol Selector, a.k.a. “Search”)
(When you don’t know the organization/account number)

When you can’t remember the
organization or account number
you want to plan, LBP provides

you a powerful search function, et o

called “Symbol Selector”. Architecture Art and Planning

Revenue & Expense Planning Cornell University

‘:
& L=I;-I°%
i e
ik

1. Click on the [0_2002
Accounts tab.
2. Click on the magnifying
glass. This will open an
additional window
called “Symbol Selector”.

e

To find the organizational level or

account number you want to plan,

there are two ways to use the ACCOUNTSo

symbol SeIeCtor: 4 C_2000 - Architecture Art and Planning

Symbol Selector

Search Names and Descriptions Q

b G_2020 - Academic

1. Navigate the
Hierarchy manually.
2. Using Text Search. Note: If P D200 AR Beans s
you know the account number or name, we recommend using this method first.

G_2021 - Administrative

Navigate the Hierarchy manually
(Using “Drill Down” to find the organization or account)

1. Click on the Symbol Selector
triang/e iCOn ACCOUNTS o Search Names and Descriptions Q-
( ’) tO the /eft Of the O_EUUU—ArcmteﬂuP‘eAn and Planning =
. . . . » G_2020 - Academic
organization. This will 4 63021 - Administrative
expand the hierarchy one e » D_2001 - AAP Dearis Units

» D_2010 - Council for the Arts

level, tipping the triangle
over ( 4). Continue to

» D_20EQ - Endowments - AAP

» G_2022 - Academic Support

click the triangle icons b 6.2025 - Student Services
unti/ you reach the Org » C_2100 - Arts and Sciences
300 - Engines: V

level (or account) you e

Selected Symbols | Search Results
want.

. . Name Description
2. Double click or click on
w o ﬂ D_z010 Council for the Arts
the green “+” icon (@) @
to select that symbol
and it will move to the [
Selected Symbols tab (4]
| —

below. () - |

3. Ensure the department or
account number you want
is in the Selected Symbol tab with a red “-“ icon( @ ).
4. Click the OK button to
proceed with that selection.

LBP Reference Guide, v. 8.7 Page 10
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Using Text Search:

(To search for the name of an
organization or account
description)

1. Type the text you’re
searching for in the
“Search Names and
Descriptions” box in the
upper right of the
symbol selector.

2. The predictive search
will start displaying all
the matches in the
Search Results section at
the bottom of the
window.

Symbol Selector o
ACCOUNTS Cooraivion )
[+] 4 D_2004 - City and Regional Planning A
AO18110 - KNIGHT ALTON LEE GRADUATE FELLOW L
» AD18113T - BLACK RUSSELL VAN NEST LECT
AD18125 - PORTMAN FAMILY GRAD AWARD INC
AD42005 - REPS, JOHN W. CONSTANCE P. SUMMER RESE
A043100 - ARCH ANDREWS PETER B MEM
A043102 - ECONOMICIMPACT STUDIES
AQ43109 - Eisenberg, Douglas and Wendy Abels Fund
AQ43110 - JONES BRACLAY PROGRAMS INCOME
9 B2, DUPLICATING INCOME EXPENSE ~
Selected Symnms Matches: 5
én_znm e City and Regional Planning G_2023 UNIV_000
@ A048731 Urbanism Hub City and Regienal Plan D_2004 UNIV_000
& A042004 CITY REGIONAL PLANNING TRAVEL PROGRAM  D_20E0 UNIV_000
© A358113RB113 DPT CITY REGIONAL PLANN INTERMAT A358113T UNIV_000
& A3s58114 DPT CITY REGIONAL PLAN INTERNATIONAL ~ D_7501 UNIV_D00
o Gw

3. Once you have found the symbol you’re looking for (could be a department, as in D_2004, or an
account, as in A048731, click on the green “+” icon () to select that symbol. This will move that
symbol to the Selected Symbols tab (as above).

4. Click OK to continue.

Whether you use the “Navigate the
Hierarchy manually” or the “Using
Text Search” approach, once you
click OK in the symbol selector
window, you’ll be returned to the
“R&E Planning selector window”.

1. Note that the desired
symbol is populated in the
account field.

2. Click Next to load your
selection.

Revenue

Organization

& Expense Planning (CornellPrd)

Accounts

‘ D_2004 ! s

Cornell University

LBP Reference Guide, v. 8.7
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Revenue and Expense Planning (Planning Details Tab)

Once you click “Next” in the R&E Planning selector window, LBP will load the account data from your
selection into the “Planning Details” tab of Revenue and Expense Planning. This window will be where you
do the majority of your non-salary planning for your accounts. You'll also be able to import and export data
from this window.

Here are the key sections of the R&E grid:

Ad d O bJ eCt CO d e @dd Object Budget & mport Budget [} Calculate Benefits [} Show Notes [} Show/Hide [G3) Show SubFunds ([ Export List (5 Print Preview {35 Options - | Save e Close
1_ Toolbar: Planting Detals EAG Salay Detalls
a. Add Object; 3 Add Obiect 9 )
Used to add object and PO T— B
sub-object codes that T = | w
are not currently in the  LIIUINEIIT ¢ Ve
R&E Planning Grid. = b
When you click on the
5090 - Budget - Academic- Faculty Salary — 0 00
Add Object button 5396 - Budget - General S&W - Maximum Benefits — 0 00
4 5600 - Employee Benefits - Endowed Full Rate — 0 00
you’” be presented Wlth Y EXPENSE_PLAN - Expense Objects for Planning 001 T 70 e
PR 0 0.0
the Add Object window. D)
i. Type in the object code if ComeIEElnmaE; =
you know it. If you don’t
you can use the symbol Add Object Cornell University
selector.
Information
il This symbol selector Object
behaves the same as the Sub Object
Revenue and Expense Budget Amount

Planning window, except
it searches for objects . B
J ance
andjor their descriptions,
jii. Add sub-object, if desired, from the drop- = cume cumins o fi”
down list. The sub-object is optional, and ;

will only appear when there is a valid Select SubObject @ Cornell University
sub-object associated with the object
code selected Informettoe
Account [ ROI3101
iv. Add the budget amount. Obict L=t
Sub Oyect HNONE
B7T - Comguiter Equipment - Non-Cagital

V. Click the next button to add the
object to your planning screen.

Hext Cancel

LBP Reference Guide, v. 8.7 Page 12
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New Accounts, Sub-Accounts, and Sub-Objects
Any new accounts, sub-accounts and sub-objects need to be in final status and updated in an
overnight KDW load for use in Longview.

Initialize Budget

b. Initialize Budget: " InitalizzBudzer  pressing this button will copy every value in thecurrent year budget to
the new year’s budget, (except for salary objects). Pressing this will over-write any planning you’ve
already completed, including any new object codes that you’ve added. As such, if you want to use this
capability, it’s advisable to start your planning with this button, and then make anydesired changes.

Import Budget (Annual or Monthly)
c. Import Budget: =8 Import Budget

Documentation

Longview LBP Qu

A utility for importing the annual TETaTE &

1.

ii.

Annual Planning Import Template & Inst

or monthly budget data into your B e
accounts. Here are the steps for a
importing data into your budget:

Longview Reporting Group Revenue Expense

Build a comma delimited
file (.csv) that follows the
format listed on the screen.
A template for importing a

Camell - Planning E]

Import Annual Budget data from file

(B Comelluniversi
gkgg)’& ornell University

budget can befound on the Select file name to import
LOﬂgViEW Portal under Name Expense_Planning!DataPlanning mport bt ( 5] ) B
’ 11.
Documentation. ( Fodmidieateion )
for default subobject, use —

1.
1ii.

Note: Sub-accounts can be added directly after your account number by using an underscore
_XXXX. If you don’t want sub-objects type 3 dashes “---“ in place of the sub-object.
Notes cannot contain commas. Further instructions can be found on the templates if needed.

Click on the folder icon, and navigate to the import file location, and select it. Be sure that the
selected file is closed on your computer, if the file is still open the import will be unsuccessful.

Here is a sample file. Errors were ] Import File.csy - Notepad —~ -
purposely created in this file, to EdemEditanEormat o Viewm Helprmm—

demonstrate what happens when | 201Y200 6105, -~ :Ngtez | 12000

LBP encounters errors igi:ggg'gﬂg’iﬁ :éigggh of bogus sub object,15000
(specifically, A01Y200,6120,27Z is R554771,6130,---,example of erroneous account, 2000

not a valid Account, Object, Sub-object combination, and the last line has an account number this
user does not have access to). In this example, Notepad is used, but any .csv file can be used, such

as one generated by MS Excel.

jii. Click Next to start the import. /f there were Revenue and Expense Planning - New (7.1.3 witl Ds’ x I
errors in your file you’ll receive this window
indicating how many were successfully 3 values imported - 2 errors found

imported and how many errors. Clicking OK
will bring up the list of errors.
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In the list of errors window, notice the error messages tell you what is wrong, and on which lines in

iv.
the import file errors occurred.
Revenue and Expense Planning - New (7.1.3 with Schedule)
7 Validate (¥ Exportlist  PrintPreview <} Options =g Exit =
Account Object Subobject Annual Am... ErrorMessage
Lines 4 AD1Y200 6120 ZZZ 15000 Subobject not found
Lines 5 R554771 6130 — 2000 Account not found
v.  You can either correct the errors, and click the Validate button, = Y% o click the Exit button,
W Bt orrect the file and re-run the import. Since there were only two errors, it’s easier to just
correct the errors here and click Validate.
Revenue and Expense Planning - New (7.1.3 with Schedule)
~ Validate [|*° Exportlist ' PrintPreview i} Options =g Exit -
Account Object Subobject Annual Am... ErrorMessage
Lines 4 A01Y200 6120 --- 15000 Subobject not found
Lines 5 ally200 6130 - 2000 Account not found
Vi. Once complete, notice the new objects and amounts have been successfully imported into the

account:

] Revenue and Expense Planning -~

5 Print Preview 4§ Optiens | Save  =fj Close

<§ Add Object 'y Initialize Budget <8 Import Budget F: Export List

Planning Details | Salary Details

ACCOUNTS

jso1v200 - r| o

5100 - Communication - Postage 10,000 0 0
6105 - Communication - Shipping - 12,000 0 0 Mote2
6110 - Telecommunication - Equipment — 3,000 0 0
6120 - Telecommunication - Usage — 15,000 0 0 example of bogus sub object
6130 - Communication - Data e 2,000 0 0 example of erroneous account
o 1]
i}

-73,606

W EXPENSE_PLAN - Bxpense Obje
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Import Monthly Pattern r = 3

d.

Revenue and Expense Planning - V4

Import Monthly Pattern: (Note, this option is only -

available if you chose to use monthly planning and @ Import to Monthly or Annual accounts?
the UBO has set up the monthly planning budget for

you). This is a utility for importing monthly budget
data into your accounts. This is the same process as (nnual | M _Cencel |
the Import Budget method for importing, described * — - — —

above, except that in this method, you’re specifying how the annual amount is distributed across all the
months in the year and so the import file is formatted differently. If you budget monthly, this is the
import mechanism you should use. If you budget on just an annual basis, use the Import Budget option
described above.

Select the type of import to perform.

Note the differences in the file format. The format for this file is AccountNum,Object,Sub-
object,Note,AnnualAmount,Month1,Month2....Month12. Note that Month1 is July and Month12 is
June. Notes cannot have commas. Here’s an example: |

-

Mj Meanthly Import File.csv - Notepad = | B )
[ File Edit Format View Help |
A01Y¥200,6100,---,Notel 12000, 800,1200, 500,1500,1000,1000,1000,1000,1000,1000,1000,1000 .
A01¥200,6105,---,Note2, 24000, 3000,1000, 500, 2500,0,4000,2000,2000,2000,2000,2000,2000
A01v¥200,6110,---,,3600,200,400,50,550, 300, 300, 200, 300, 300,300, 300,300
A01Y200,6120,---,Note3,4800,400,400,400,400,400,400,400,400,400,400,400,400

Notice the results. Using the Allocate to Months option, (explained on page 18), you can see that
object code 6100 has been distributed across all the months in the fiscal year.

Revenue and Expense Pianiio SDSHEY | Monthly Import File.csy - Notepad l_*
Add Object Wy Initialize Budget J Import Bud

[ File Edit Format View Hgia

Planning Details | Salary Details

ACCOUNTS

AD1Y200 - Meier, Richart w

O O
Base Bugd. 2l (+/-%) BaseBud 2014 b Budget 2015 Notes & 0ct2013 Adua
6100 - Communication - Postage ~ —— - 0 0 12,000 ‘.'
6105 - Communication - Shipping - . 2 3 R | -
.,

6110 - Telecommunication - Equipment - . A 43 Oprions 4§ Exit 5
6120 - Telecommunication - Usage 4,800 T a3
- Spgodt | L TeNseeassumssssssREEEREIEaaag = Ol
6510 - Supplies - Farm and Garden - 20,000, Base Bud 2015 ' 0 o
6520 - Supplies - Hospital and Clinical anc 0 20,000 Jul 2014 Budget o | Fl
6995 - Budget - SIP Balancing = —— . o fug 2014 Budget 1,200 2
8040 - Transfer Out - to Plant Reserves 20,000 Sep 2014 Budget 500
N EXPENSE_PLAN - Expense Objects forPlan... - - -124,080 Oct 2014Budget 1,500 {
Aac -20,000 Nov 2014 Budget 1,000 (
g ~144,080 Dec 2014 Budget 1,000 !
ﬂ Jan 2015 Budget 1,000
Feb 2015 Budget 1,000 Cell
Mar 2015 Budget ——1n

Calculate Benefits
After adding or changing the budgeted salary amount. Select the “calculate benefits” to populate the benefit

amount for the account.

Show Notes
Notes that are entered at the college or department account level are available for viewing and will be

available in reports. Select show notes and export.

Show/Hide
At the college or department level use this as a toggle button to display total budgeted by object/sub-object.
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Show Sub-Funds

Displays sub-funds totals within the account.

Export List
e. Export List:  [= Exortlist  Use this function to export the current grid to Excel.

f Print Preview: | . printpreview ~ Preview your print out before sending to the printer.

g. Options: +* options  Allows you to selectively

choose information to display, e.g., by clicking the D g"m Description; | [, Attibute
display feature in the options tab you can hide or OBIECTS
i .. . . SUBOBJECTS ]
display the descriptions for object and sub-object ACCOUNTS
codes. ENTITIES
FUNDS
POSITIONS
DETAILS
VERSIONS
OK ‘ Cancel |
h. Save: kdsave  Commits your additions, deletions, and changes to the LBP database. If you close the

screen before saving, you will lose all of your work.

i Close: i ciose  This button closes the current grid and returns you to the LBP Portal. If you have
not previously saved your work, you’ll be prompted to do so.

Organization/Account Selector Pull-down (changing accounts).

2. Organization/Account Selector Pull-down: This is the primary " reenue and Exgense Planning - V4 4.0}

way in which you choose which organization and/or @ AddObject Vi Initisize Budget 8l Import Budget 7] Calculate Ben
accounts in the R&E Planning window you want to e — : |
) ) ; ) . nning Details | active Accounts | Salary Details
view/plan. The list of organizations and accounts available ACCOUNTS - a
in this selector is directly related to the choice you made in T v A
the Revenue and Expense Planning Organization/Account ADS3100 - ARCH ANDREWS FETER 5 MEH
3 A043102 - ECONCMICIMPACT STUDIES
Selector window. If you chose a department, you’ll be able A043110 - JONES BRACLAY PROGRAMS INCOME
to plan on any account within the department. If you chose AD43122 - DUPLICATING INCOME EXPENSE
. . . . A043133 - GRADUATE SUMMER. FUNDING
just a single account, the only value that will be available to A043140 - GLOBAL SUBLIRBS: CHINESE CASES
you using this selector is the single account. AQ43150 - CRP Chair Discretionary -
. . . . AD43151T - ARCHIVES DIGITAL DEVELOPMENT
a. Click the down-triangle icon (=) to pull-down the list of )
available organizations/accounts. You can also click once, ¢
type “Ctrl A” to select the contents of the cell, and then just type the account number.
b. Click on the hollow triangle icon (- ), to expand that level of the hierarchy. A black triangle icon

(4) laying on its side indicates the hierarchy has been expanded. Notice that accounts that have
sub- accounts will have a T-Suffix. The “T” (as in “Total”) indicates that this is the “Parent” or “Roll-
up” point for the account and all its sub-accounts.

C. Double click on the row you want to select for viewing/editing.

3. Cell and Column Behavior:

a. Cells that have black text in them are editable. Cells that are in blue text are not.

b. Hover your mouse over column boundary lines to change the cursor to the expand cursor (+—*). For the

first two columns (object and sub-object), place your cursor anywhere on the column boundary line. For
the rest of the columns, you must put your cursor on the column boundary line between column titles.

c. Notice that when you select a cell, the column title and row for that cell become highlighted.

4. Objects/Sub-objects: This section of the grid displays the objects and sub-objects for the
selected organization/account.
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5. Grid Details: This area of the grid is where your data are entered and displayed. Remember that you can
only enter data when the cell text is black in color. Cells that have comments attached have a red
triangle (W) in the upper right corner of the cell. If the cell was calculated by Line Item Detail, it has a
green triangle (4) in the lower right corner. Cells that have attachments have a paperclip icon (9) in
the left-most side of the cell. To add these items, right-mouse click the cell to access the context-
sensitive menu. The following options will appear:

Note: Depending on which cell you execute your right-mouse click, you might be presented with more or fewer options
in the window. Additional versions and their alternate presentations are listed below.

a. Copy.‘ Copy the CDF’}‘ 6510 - Supplies - Farm and Garden e 2U A
] §

Copy

Ce”’s content 6520 - Supplies - Hospital and Clinical AAC 2| @+
§995- Budget- SIF Balancing ~~ —— b. Paste
b- PaSte: PaSte ‘ Paste 8040 - Transfer Out - to Plant Reserves - 20 ¢ . Lineltem Detail
Va/ueS from N EXPENSE_PLAN - Expense Objeds for Plan... - -79,
d. Comments
. . -20
the clipboard into the cell. Aac /
. e. Attachments
TOT 99,
REV_EXP_PLAN - Revenue and Expense Ob...  -—— ©  Detail by Position f.
AAC | Update Budget-Only Amount (with benefits) g.
Tor £ SubObject Description h
& Allocate te Months i

Line Item Detail Line ltemn Detail
s Clear  pif] Export ToExcel [C] PrintPreview & OK @ Cancel

Line Item Detail |
(Transfers/Allocations)
c. Line Item Detail: Opens a new window that EDTE EES2 T A0E

: . L01  Any Text 1 10,000

allows a quick calculation of up to 1000 A”? Text . Ly o
. . . Loz ny Tes '

rows. This allows a simple way to provide L3 )

a detail breakdown of the calculation of a

number. You’ll also use this functionality for providing details about transfers and allocations.
Allocation object 4500 to be used in sub-fund groups+ GNAPPR/APSTAT and 4510 to be used in sub-
fund group GNDEPT. You can run the Line Item Detail Report to see the planned detailed information.

TIP: You can copy and paste information into the Line Item Detail form.

Delete Line Item Detail: When clicking on a cell Freeze: This feature “freezes” the columns and rows
that already has line item detail (as indicated from scrolling and disappearing off the screen. The
by the green triangle (4) in the bottom right rows above and columns to the left of the cell that is
corner of the cell), you’ll have the additional highlighted, when Freeze is selected, will no longer
option of Delete Line Item Detail. Selecting this move when scrolling. To “Unfreeze”, simply right-
will aggregate all the values into one, and mouse click again anywhere in the grid and choose
insert into the parent Unfreeze.
cell.
""" . . 0 25,367 0
= o 0 \ 3,204 n
1] 20,000 pcte 0 0 Copy
o
qqqq e Dot 0 0 Paste
20,000 Comments : : 25 Transfer
99,680 0 -33,113| _ X -
ey o o| =2 Detail by Position
B2 Transfer 0 0 |2 Update Budget-Only Amount (with benefits)
T Detail by Position =7 SubObject Description
[#  Update Budget-Only Amount (with benefits) = Allocate to Months
= SubObject Description
= Allocate to Months
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Comments

d. Comments:
Selecting

Comments

. |

Search Comment R

User

—
|i Type your comment in here.| !11

Details

comments opens a hew

12/2/2013 2:49:06 AM

Sally Jones

window, allowing you to add, s
edit or delete existing TIMEPER
comments. ENTITIES

BBYR2015 - Base Bud 2015

DIM2SET - Entities Default

i. Add or Remove existing S S

comments. Note you can

3
. o

remove comments only in current session. As soon as you save the comments back to the LBP
database, you’ll need special security privileges to have the rights to remove comments.

ii. Type your comment here.
jii. Click OK to save, Cancel to return without saving changes.

Adding Attachments ‘

Attachments
e. Attachments:
Selecting Attachments — o ;X'
opens a new window, [ Pending Action e Drie S i
allowing you to add or - AorcRda e 1. L2013 43930PM  Sally sones
remove attachments to
that cell. Detais .
i. Add or Remove :f;:;:ﬁ A0S e B 2015 [
existing attachments.  emes DIMZSET - s Defau B
ii. Attachment filenames oz 6520 - Supplies - Hospital and Clinical 111. o
will appear here. Iy T 1]
iii.  Click OK to save, &
Cancel to return without saving changes.
f. Detail by Position: | I Detail by Position
Select Detail by Position to bring up the cost allocation information for a salary object code. This is the
same information that can be displayed in the Salary Details tab, but it is specific to the salary object
selected. See Salary Details for more information.
g. Update Budget-Only Amount | [# Update Budget-Only Arnount {with benefits)
(with benefits): This process T =

can only be used with objects
5080, 5090, 5095, 5190,
5290, 5365, 5395, 5396,
5405, 5415, 5422, 5452,
5455, 5490, 5491, 5492,
5493, and 5494. If these
objects exist, or if you add
them via the Add Object
button, the only way you can
update the benefits budget
amount is by using this
command.

h. Sub-object Description: | B

Use this command to see more information about a

sub-object. You must first choos

sub-object, otherwise this window will return a value

of “None”.

(ST
Update Budget-Only Object (with Benefits Calc) {({E‘gﬁ Cornell University
e

Information

Object (5365 |

Sub Object [ SUB_OBJECTS_DEFAULT

mn

Budget Amount [ 10,000 ]

Next Cancel

Revenue and Expense Planning - New (713 wit X |

i it Account
SubObject Description RS
SubObject - AAC
Description -

e an object that has a
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Monthly Allocations
Allocate to Months:
This option is available in Planning Details or Active Accounts tab.
1. Select the column Total Month FYXX Budget
2. Enter the base budget amount in the column
3. Use the (*) arrow to expand the display to show all months

Revenue and Expense...

L je y Initialize Budget ) Import Budget [J] Calculate Benefits | J} Show Notes ow/Hide ow SubFunds  [|X ExporiList [ PrintPreview ¢c Options - ave ose
Add Object Ay Initialize Budget I rt Budget Calculate Benefit: Show Not Show/Hidk Show SubFund: Export List w Print P 1_'_‘5 S Cl

Planning Details Active Accounts Salary Details
ACCOUNTS
Base Bud Base Bud\ Tot Mth
SubObject Description 2021 (+/- %) 2020 » F¥21Bud Notes
4500 - Income - Allocation Appropriated e 1] oo 403,487 1]
¥ REVENUE_PLAN - Revenue Objects for Planning — o 0.0 403,487 o
Total [} 0.0 403,487 [}
5200 - Exempt - Other Professional _— 77,35 0.0 7755 77,550

Right-Click menu displays “Allocate Monthly”

Revenue and Expense...

& Addobject Wy initalize Budget ) import Budget [ J} Calculate Benefits [ show Notes [ snow/Hide [} Show subFunds [ Export List (53 Print Preview &4 options - | Save  fj close

Planning Details Active Accounts Salary Details
ACCOUNTS
BaseBud Base Bud Jul Fy21 Aug FY21 Sep FY21 Oct FY21 Nov FY21
SubObject Description 2021 (+/- %) 2020 Bud Bud Bud Bud Bud
4500 - Income - Allocation Appropriated — o 00 403487 cut o o 0
N REVENUE_PLAN - Revenue Objects for Planning —_— 0 0.0 403487 Copy L] [ [1]
Total 0 () 403,487 Paste 0 0 o
Freeze
5200 - Exempt - Other Professional R — 0.0 Line Item Details. 3 6463 6,463
5300 - Nonexempt - Administrative —_— 21,049 0.0 Comments. 8 0,088 0,088
5390 - Budget - Ger | S&W - No Benefits —_— 0 00 15,000 o o 0
. ners 0 Benetl . Attachments.
5600 - Employee Benefits - Endowed Full Rate — 70200 0.0 80,893 0 5900 5,909
5 Detail by Position
6115 - Interdept CIT - Tele Move Add Change —_— a 0.0 45 o SunObject Detall 0 0 0
6116 - Interdept CIT - Telephane Equipment — 0 0.0 ‘Allocate Monthiy 0 0 0
6120 - Telecommunication - Usage R — o 0.0 768 & ClearInactive Objects 0 0 0
6126 - Interdept CIT - Telecom Recurring —_— a 0.0 649 0 0 0 0 0
6190 - Fees and Licenses —_— o 00 1437 0 o o o 0
{Z) Cornell - Planning (CornellTst) - O

The buttons on the toolbar for this window perform the

. . . P
f o//owmg actions: Allocate Budget (CornellTst) [ ()

Select Allocation Option

Allocation Method Even amount in each month
Base Budgst
Actuals
Custom

Next Cancel
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Allocation Method:
1. Monthly: if you use monthly budgeting, and you want to distribute the annual amount across the
months of the fiscal year in a pattern that is not equally distributed, this option is the way to do it.
2. Actuals: If your actuals from last year contain values throughout the year, clicking this button will use
last year’s actual spending pattern to determine the ratio for splitting up the value for the amount
you provided in your planned amount.

3. Custom: © Comell - Planning (ComellTs) —
Alocaton Patern
Wy A S O Nev Dee  Jan  Feb  Mar A May dum
I B B | ) )
4. Export List: [¥ Bwortlist (o0 ppj function to export the current grid to Excel.
5. Print Preview: * PTMPIVEW  proyiew your print out before sending to the printer.
6. Options: “* %% Allows you to selectively choose information to display.
7. Exit: "B ques the values and returns you to the R&E Planning window.

Revenue and Expense Planning (Active Accounts Tab)
The list of active operating accounts displays as information purposes in the Active Accounts tab.

Revenue and Expense...

i Filter by SubFund) < Add Object V_\\nitializeEudget w4 Import Budget f Calculate Benefits '_)ShowNotes Show/Hide Show SubFunds) fix: Expo
i LZ] L “]

F‘Ian&eta\ls Salary Details e e

ACCOUNTS
Q
All Active Accounts
SubObject Description 23319 B (+/-%) 33253 B Notes
4300 - Income - Allocation Appropriated —_ 0 0.0 312,598
Y REVENUE_PLAN - Revenue Objects for Planning 0 0.0 0
- 0 0.0 312,598
Total 0 0.0 312,598
Here are key sections of the Active Accounts tab: ) Comell- Plenning (Comelst - H

1. Filter by sub-fund: Use this to filter your
active accounts by sub-fund by
selecting the sub-fund group in the list Select Funds to Plan
as shown in the example.

Plan by Fund (CornellTst)

Sub Fund Federal Appropriations.

. H i H State Appropriations
2. Show Notes: This will display all of the O e ity
. Federal
notes in the account. Notes are Non-gevernmental

New York State

accessible in reports too. o
Fed Financial Aid

App[opriated
3. Show sub-funds: Displays active Designated

Restricted Gifts & Endowment Income
Capital Reserve

accounts grouped by sub-fund. General Reserves

Renewal & Replacement
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Revenue and Expense Planning (Salary Details Tab)

M| Revenue and Expense Planning - V4 (4.0 ) 1

(S BySubFund = BxportList 4 Print Preview 43 Options = | Save < Close )
P— T =N 2
Planning Details | Active Accountsl Salary Details
A 1IN 3
o
Total §
R - R - - Calculated Budgeted | Leave and
Position number-Position Description Employee Name Empl ID % Distribution ~ Salary salary sahbatical
(_ - Prof Assoc a4 » 100.00 97,000 97,000 0
- Administrative Asst W 100.00 60,050 60,050 0
- Program Assistant II 100.00 52,861 52,861 6 o
"- Prof Assoc 100.00 115,543 115,543 0
k -Professor 100,00 142,047 142047

Salary planning is conducted in the Salary Details tab. Positions are populated from Workday nightly, if a
position is missing, please check that the position is marked as “Budgeted” in Workday and that the
position is mapped to a College/Department level within your security access.

Here are the key sections of the Salary Details tab:

1. Toolbar:
Export List: [= exportiist  Use this function to export the current grid to Excel.
Print Preview: . PrintPreview  Preview your print out before sending to the printer.
Options: < opions  Allows you to selectively choose information to display. E.g. you can hide or
display the descriptions for object and sub-object codes.

Save: | sa=  Commits your additions, deletions, and changes to the LBP database. If you close the
screen before saving, you will lose all of your work.

Close: # tiose | This button closes the current grid and returns you to the LBP Portal. If you have not
previously saved your work, you’ll be prompted to do so.
2. Tabs:
Planning Details: To enter non-salary budget items.
Active Accounts: Displays all active operating accounts.
Salary Details: To do all salary planning and allocations.

Revenue and Expense...

3. Organization/Account Selector: This is the primary
way in which you choose which organization
and/or accounts in the Salary Details window you
want to view/plan. The list of organizations and ACCOUNTS

[ BySubFund [|X: ExportList (= PrintPreview {3 Options ~

Planning Details Active Accounts Salary Details

accounts available in this selector is directly 02000 preitecturet ~ | Q
related to the choice you made in the Revenue and
Expense Planning Organization/Account Selector
window. If you chose a department, you’ll be able
to see all allocations on all the accounts within the
department. If you chose just a single account,
the only positions you’ll see are those positions
that the selected account is funding (in whole or in part).
e  Click the down-triangle icon ( ™ ) to pull-down the list of available organizations/accounts.
e C(lick on the triangle icon ( 4 ), to expand that level of the hierarchy. Double click on the row you
want to select for viewing/editing.

4 C_2000 - Architecture Art and Planning
4 G_2020 - Academic
4 G_2023 - AAP On-Campus
4 D_2002 - Architecture
A013208 - BAIRD ARCHITECTURAL PRIZE
A013210 - SEIPP EDWIN A PRIZE

AD13212 - YORK EDWARD F PRIZE

4. Position and Position Description: The first two columns of the Salary Details grid are position number and

position description. The list is sorted alphabetically by last name.
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5. Expandable Leave Columns: By default, the Total Leave column is collapsed. Clicking on the triangle icon
( » ) will reveal two additional expandable columns: Leave Adjustments Amt and Total Sabbatical
Amt. Clicking on the triangle icon ( ¥ ) again for either or both of these columns, will reveal a column
for every type of leave. The Leave Adjustments Amt will expand to several columns, one for every
non-sabbatical leave type, and the Total Sabbatical Amt column will expand to several columns, one
for every sabbatical leave type.

Tip: Right-mouse clicking the expandable columns will give you options to expand or collapse all or part of the leave
columns.

6. Grid Details: This area of the grid is where your data are displayed. In the Salary Details tab, all data is
entered by right-mouse clicking anywhere in the row you want to adjust, to access the context-sensitive
menu. The following options will appear:

'N Revenue and Expense Planning - - Monthly L
= Exportlist 'ga Print Preview 43 Options |py Save =[J Close
Planning Details - Menthly | Salary Details |
“ACcoUNTS
~| 2
Employes Name Empl ID % Distribu Calculated BaseBudgeted I Total § Le g
' -Plan Research Assoc 1 100.00 = P
- Prof Assoc 100.00 2. Copy
- Administrator 100.00 b. paste
- Prof Assoc 100.00 C- Freeze
- Equipment Tech v 100.00 d_ Comments
- Student Svc Assoc IV 100.00 T r—
- Administrative Asst V' 100.00
- Prof Assoc 100.00 =| Update Cost Allocation/Leave f.
- Professor 100.00 i Additional Information g.
- Program Assistant II 100.00 £2  Full Position View h_
- Administrative Asst IV 100.00 57,957 57,557
™ Fas tor I1

Position-Description Position Number — Position Description
Employee Name Sorted alphabetically by Last Name, First Name
Empl ID Employee ID Number

% Distribution Rollup of all the allocation percentages that the
organization/account listed in the symbol selector is budgeting
for that position.

Calculated Salary A value that is calculated upon budget initialization. For
exempt, this is the annual salary that comes from Workday. For
non-exempt, this is the hourly rate * standard work hours per
week from Workday / 5 days per week * number of work days
per year, (as entered as an input value during the initialization
process).

Base Budgeted Salary The planned budgeted salary of all the allocations being paid by
the account/value in the organization/account symbol selector
pull-down. This is a roll-up of all the allocations attributed to a
specific organization/account.

P Total Leave S This is a rollup of the leave amounts of all the allocations for the
account/value in the account selector pull-down. It is column-
expandable, so when the column is expanded by clicking on the
P, it shows two more columns — a summary (column) of all
Sabbatical leaves, and summary (column) of all other types of
leaves. Both of these columns will have the P> symbol,
indicating that more details are available. Further “drill-down”
will show a column for each leave code.
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Copy: T Copy the cell’s content.
Paste: paie  Paste values from the clipboard into the cell.
Freeze: Freeze  This feature “freezes” the columns and rows from scrolling and disappearing off the

screen. The rows above and columns to the left of the cell that is highlighted when Freeze is selected will no
longer move when scrolling. To “Unfreeze”, simply right-mouse click again anywhere in the grid and choose

Unfreeze.
Comments: Comments See Adding Comments on page 17.
Attachments: Attachments  S€€ Adding Attachments on page 17.

Update Cost Allocation/Leaves

Update Cost Allocation/Leave: | | Update Cost Allocation/Leave
Selecting this option allows detailed planning on adding, deleting and modifying allocations, as well as
any adjustments to salaries, including those caused by leaves. Here is the cost allocation window and
explanation of all its options.

Cost Allocation update for

) Add AlkcsBan ’(‘UD:I.:!: Leave )(&q;; Salary Cangel Update

. - " % Distribution  Calculsted Salary % Adjustment !a;eBudqef:dSali b Total % Le.. & aals) Notes «
A»:m}n musmsorclgumeswmésu iv. s::o"' o 5 — AL
All_Accaunts - Total 5320 100.00 55,165 V1. 55,165 "11- 0 i
i. Add Allocation: <4 Add Allocation Cornell = Planiaig ]
Click to add additional allocations to o
this position. Add Allocation Account gﬁg’ﬁg Cornell University

S
1‘1»

1. Type in the account number of the
account for the additional

Information

Account 1. [Amvzno ] ) 9.
distribution. ot (&m0 )
2. Use the Account Symbol Selector if SubObject 3. [SUB_OBJECTS DEFAULT J I 4.
you need to search for the account. % Distibution 9. (20 ]
3. Enter the Sub-object code (optional). S

4. Use the Symbo[ Selector [fyou need m

to search for the Sub-object code.
5. Enter the desired percentage for the account number in #1.
6. Click Next. Repeat the steps if more allocations are desired. When all the accounts have been added
and the cost allocation window returns, adjust the allocations to equal 100% and then click Close and
click Yes when asked if you want to save changes.

Cost Allecation update for H. Total Salary 51562

«j Add Allocation =j Updateleave =J AdjustSalary § Update =fj Close ’
| -]

Calculated Salary % Adjustment  Base BudgetedSal.. I Total % Le.. '

AD2 wed e i W IGES 5300 51,562 0 51,562 0 L

P L em————— 5300 20,625 0 20,625 0 ’

All_Accounts - Total 5300 72,187 0 72,187 Uf
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ii. Update Leave: <8 Usdstzleave  (Jicking this button brings up the leave calculation worksheet. The
different types of leaves you can plan are as follows:

DESCRIPTION DESECRIPTION

ADMN  Administrative Leave PRET = Phased Retirement

DEL Delete/Inactivate Position RET Retirement*

HIRE New Hire STLV  Study Leave

LPRT Partial Leave(e.g. 80% time for AY) TERM = Termination

LWOP Leave Without Pay* SABA  Sabbatic — Academic Year*
LWP Leave With Pay* SABC | Sabbatic — Calendar Year
NEW New Position SABF  Sabbatic - Fall

NONE = No Leave* SABO | Sabbatic - Other

OTH Other* SABS  Sabbatic - Spring

1. Enter the percentage you want the person on leave, in the appropriate leave type. You can select
mu,tlple leave types ifyOU wish. Cost Allocation update for s Sl Total Sala

2. Click the Update Distribution  § Update Distribution
button if you want the percentage entered in

Leave %

the worksheet to reduce the % Distribution ADMN 0
amount in the Cost Allocation window. You’ll DEL 1 0 g
choose this option if part of the position’s salary I v

LPFRT
LWOP
LWP

is funded from an account outside of your
security, or if planning for an Endowed

a

0

0

0

0

0
sabbatical and a portion of the salary will be T 0 0
covered from the Endowed benefit pool account. NONE 0 0
If planning for a Contract College sabbatical, OTH 0 v
UBO suggests using the leave codes for PRET 0
reporting purposes. R;Lrv E
3. Click the Update Adjustment | § Update Adjustment M 0 .
button if you want the percentage entered in N % Leave 0 0
the worksheet to reduce the salary by using the SABA 50 ] 63,999
% Adjustment method. Use this method when SAHE o !
the allocation accounts listed are responsible for e E '
funding 100% of the reduced salary. This is the z:z 0 )
option you’ll typically choose for non-sabbatical ~ 9 Sabbatical 50 63,999
leave types. ~ Total % Leave an... 50 63,999

(

4. Click the Update 8 Urds=  puytton, if you do CelVa@as® |

not want the values in the work sheet to affect
either the % Distribution or % Adjustment values. This will update the Leave S amounts in the Cost
Allocation window, but will not make any adjustments to the salary. The values will be displayed in
the expandable/collapsible columns for leave amounts, and you’ll have to manually choose %
Distribution or % Adjustment, or both, as the way to adjust the salary amount. This is the option
you’ll typically want to choose if you have a combination of someone going on sabbatical and taking
non-sabbatical leave in the same year.

5. Click the Close =i ciese  button if you want to close the worksheet and not save any changes.

Note: In the Scenarios section of this document, there are several detailed examples of using this functionality. Please
refer to page 29.
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iii. Adjust Salary: <8 Adijust Salary

Cornell - Planning |
Clicking this button will bring up
the Adjust Base Budget Salary Adjust Base Budget Salary Cornell University
window. Use this option to make a
change to the salary by either ormetien
entering a percent change or the e C )
actual salary. OR 1.
1. Enter % Adjustment or new o E )
salary amount. 9.
2. Click Next to save, or Cancel to e | cancel

exit without saving.
iv. Cancel: 3 cancel  To close window and cancel any changes, press Cancel.

v. Update: =i updat= = Saves changes back to the Salary Planning grid and closes the cost allocation window.

Note: clicking Update does NOT save your changes back to the LBP database. It only updates the Revenue and Expense
planning grid. To save changes to the database, click Save on the main screen. Update buttons apply changes and

refresh the planning screens. Save commits changes to the database. This is a universal convention throughout the
Longview System.

vi. Budgeting Related Columns:
1. % Distribution: A user-editable value that reflects the percentage the account number on this
allocation (row) is responsible for the overall salary of this position.

2. Calculated Salary: The value that is brought in from Workday. See page 21 for the detailed
explanation of this value.

3. % Adjustment: A user-editable value that reduces or increases the salary amount that this allocation
(row) is budgeting.
4. Base Budgeted Salary: The budget amount that will be loaded back to the GL.

vii. Leave Calculation Columns. These columns are for aiding in the calculation of leave amounts and to allow
reporting on leaves. They are edited by clicking on the Update Leave <8 Updateleave  bytton.

1. Total % Leave (Expandable/Collapsible)

Cost Allocation update for Total Salary 127998 4l |
< Add Allocation < Updateleave < AdjustSalary  § Updste ={j Close e e
ve  SABA SABC ) SABS 4 % Sabbati.. 4 Total% Le. b Total$le. Note &
AQ1Y200 - Meier, Richard Prafessorship 5000 . 0 50 0 50 50 25,600
A024150 - ARCH SALARIES WAGES 5000 — 0 50 [ 0 50 50 38,400 4
All_Accounts - Total 5000 —. 0 100 0 t 100 100 63,999 =
i F i
4 4
2. Total S Leave (Expandable/Collapsible)
Cost Allocation update fo Hans Total Salary 127998 |
< Add Allocetion <l UpdateLeave < AdjustSalary  § Update = Close
§Leave SABA SABC f s 4 $5abbatica 4 Total $Le.. Notes «
A01Y200 - Meier, Richard Professorship 5000 s 0 25,600 ! 25,600 25,600
A024150 - ARCH SALARIES WAGES 5000 0 38,400 38,400 38,400 7
All_Accounts - Total 5000 — 0 63,999 ) 63,999 63,999 =
e
“l J |+
¥ 4
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Additional Information:

|.'“,; Additional Infermation
Position Review

Provides additional, most frequently

used, read-only information
about a position.

Information

Name [

Position Status [ 0

State Certified

[Siale Certified Position - Yes ]

Emp Work Months [9

Salary Plan [

KFS Org (

Full Position View:

| g2 Full Position View
Position Review

The most

Comp/ete Information
information

LBP has on a Name |
position.

Pos Description |Administrative Asst IV

Paosition Record | 0

Pay Rate | Hourly

State Certified

| State Certified Position - No

Emp Work Months | 12

Job FTE | 1

Hire Date | 16-JAN-87

Budgeted Sal |$ 52610

Leave % |

Leave Code |

KFS Org |

Paosition Number

Paosition Type

Job Code

Standard Hours

Scheduled Hours

Paosition FTE

Plan FTE

Base Salary

Budget Commit

Leave Amount

Full/Part Time

e

L E8 " il
;@@g)ﬁ Cornell University

Tk

0 [ )
Position Type [Fixed Term (With Benefits) ]
Standard Hours [40 ]
Position FTE [ 1 ]
Budgeted Position [ ]

| Regular

| 10016

|4U

|40

m

| 1

1

|$ 251

|$ 52208

| Full time

Done
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Position Review View
The Position Planning view is a separate Longview app for viewing all position data. To launch the view, from the LBP
portal:

1. Click on the Position Review Link.

2. Enter the desired department. Note: you can use the magnifying glass to navigate the hierarchy manually.
Details on page 10.

3. Click Next

:'E':l Lengview Planning - MFGT@CORNELL.EDU/CLEVUSER - ComnellPrc

Position Review (CornellPrd) Cornell University
Planning
Information
Budget Plannin lications
- 9 AP Org level (uNIV_000_Pos a | »

Next Cancel

Revenue and Expense Planning

Revenue and Expense Planning with History
Pasition Review 1

Update Cost Allocations

Here is the resulting Position Review, with column explanation:

-
N Position Planning (7.1.3) o[ B e

fi¥: Exportlist ' PrintPreview 3 Oprions | Save ={g Close [}

Employee Name Flag Empl ID Job FTE  Calculated Sal Budgeted Salary@C_2000 CUPlanFTE  Budget Plan Notes

0 - Administrative Asst V. c 0.58 58,017 58,017 0.8 57,574
0" -Program Assistant IT C 0.98 51,562 51,562 0.98 51,168
SRR - Prof Assoc C 0.50 56,363 56,363 0.50 56,363
WLSLER - Professor C 1.00 136,584 136,584 1.00 136,584
#LS8IS - Dept Chairperson C 0.00 12,500 12,500 0.00 12,500
i‘;'_ 1.00 ‘83_‘640 83,640 1.00 83,640 4
| COLUMN # | FIELDNAME | DESCRIPTION/FUNCTION/NOTES
- Position Position number & Position Description
Description
n Department The department that these positions belong to.
“ Employee Name Last, First, sorted alphabetically
Flag Indicator to let you know there is a change in the current Workday data,
identified by the codes below. The change flags are informational and
will not overwrite your planning to date. To clear the flag, click on cell
with flag and clear the code, this indicates you have reviewed the flag
data and incorporated any needed action into your planning.
A — Allocation Change
S —Salary Change
N — New
C — Position Data Change
“ EmplID Employee ID Number
“ Job FTE Displays the position FTE value from Workday
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FIELD NAME
Calculated Salary

COLUMN #

Budgeted
Salary@LEVEL

CU Plan FTE

Budget Plan

Notes

DESCRIPTION/FUNCTION/NOTES

A value that is calculated upon budget initialization. For exempt, this is
the annual salary that comes from Workday. For non-exempt, this is the
hourly rate * standard work hours per week from Workday / 5 days per
week * number of work days per year, (as entered as an input value
during the initialization process).

The organization’s obligation to this position.

An editable field that allows the users to put in any value they want. Not
connected to any other field, and not used in any calculation, this is just a
field for users to use as they see fit.

An editable field that allows users to put any value they want. Not
connected to any other field, and not used in any calculation, this is just a
field for users to use as they see fit. It shall default to: For exempt, this is
the annual salary that comes from Workday. For non-exempt, this is
hourly rate * standard work hours per week from Workday / 5 days per
week * 26 pay periods * 10 workdays per period.

Free form notes field.
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Cost Allocation Application

This link allows you to update cost allocation for
positions that are funded across departments. The
ability to update the cost allocation is based on security.

Budget Planning Applications

Revenue and Expense Planning
Revenue and Expense Planning with History

O o O 0

e Security to both accounts — you may update the Position Review
cost allocations. Update Cost Allocations
e Security to both accounts resides within your College level access — College level User may update
the cost allocations.
e Security resides at the University level, as in the example of Endowed Sabbatics, an e-mail request
to ubo-help@cornell.edu is required.
1. Click on the Update Cost Allocations link.
2. Fill in the Update Cost Y Comell - Planning = | (=) |
Allocation window:
a. Typein, or use the . o R
Update Cost Allocation W Cornell Us it
symbol selector . "‘a(},‘gf_ﬁ ot SHIVESSEY
(search) to enter a nformation
position number.
If the position has Position (Tooiizan ) ] »
preceding zeros, a. b.
they must be ' Cancel
included.
b. Click Next to
continue.

3. The window that returns is very similar to the window that is explained on page 22, Update Cost
Allocation/Leaves, with one difference: the Status column. The column displays the record lock status
for each allocation for the position. In order to make changes to the position, every allocation must

have a green OK.

T Cost Allocation for pasition - I  Incumbent - Calculated Salary $49,381

=

Gl ||

<l Add Allocation < Updateleave wff AdjustSalary < Refresh  J§ Cancel < Close

% Distribution  Calculated Sal
- CHAIRS INST DEPT RES 20.00
% - RES SUPPORT FROM DEAN

** - EXT OTH SUPPORT FR DEAN

5300
5300
5300

All_Accounts - Total 5300 100.00

Status R Adjustment b Total % Leave... b Total §Leave.. Note &

0.00

BaseBudgetedSal...
9,876 0.00
0.00

0.00

0.00
0.00

32,098
7407
43,381

pax

o o e o

4. You may perform all the same functions that you can do from the Salary Details tab in the Revenue

and Expense Planning Application.

5. This app is also used, if you accidentally delete all allocations from a position in the Salary Details tab
of the Revenue and Expense Planning application. Simply choose Add Allocation and then Adjust
Salary to put the allocation back on the position with the desired salary.
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Scenarios

#1. Budget for a Vacant Position

This scenario describes the steps taken to budget for a vacant position for the upcoming fiscal year. Vacant
positions will appear in this system for you to budget if they are listed as vacant in Workday too. If you don’t
see a vacant position listed in the account Salary Details that you wish to budget, check Workday or contact
your HR representative for confirmation.

In the account Salary Details you will see the Employee Name column blank.

Select the Salary Details tab| =" °='= | from the main Revenue and Expense Planning screen.

Right mouse-click to select Update Cost allocation/Leave | Updiate Cost Allocation/Leave

: | <

] Revenue and Expense Planning S - Monthly

F:t' Export List 4 Print Preview <5# Options H Save :ﬂ Close

Planning Details - Monthly | Salary Details

1-

ACCOUNTS
o
Employee Name Empl ID % Distribu...  Calcula
00101375 - Position 00101375 0 0 100.00
00101430 - Position 00101430 0 Copy
00101436 - Position 00101436 0 Paste
00101439 - Position 00101439 0 Comments
00101446 - Position 00101446 0
Attachments
00101448 - Position 00101448 0
00101455 - Position 00101455 0 Update Cost Allocation/Leave
00101830 - Position 00101830 LIRE Additional Information

w4 Adjust Salary

When the Update Cost Allocation window appears, click the Adjust Salary button

Cost Allocation update for Total Salary $0

«f) Add Allocation < Update Leave <) AdjustSalary | 3§ Cancel = Update

%% Distribution Ca

A024150 - ARCH SALARIES WAGES 5300 = 100.00

100.00

Il_#ccounts - Total

Enter the budget salary amount in the Base Budget Salary and click Next

Cornell - Planning @
Adjust Base Budget Salary i(@g)? Cornell University
NN
Information
Adjustment [[} ]
Percentage (+/-) E
OR
Base Budget [50000 ]
Salary

MNext Cancel
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Click the Add Allocation button 3 A% Allecten
[ Cost Allocation update for Total Salary $0

=i Add Allocation | =) Update Leave w8l AdjustSalary J€ Cancel = Update

9% Distribution Calculated Salary %% Adjustment
A024150 - ARCH SALARIES WAGES 5300 e 100.00 50,000 0.00
All_Accounts - Total 5300 —_— 100.00 50,000

Add/Adjust the necessary salary allocation information for this position. (See detailed instructions on page 22)
Click the Update button 8 Update

Cost Allocation update for Total Salary $0

< Add Allocation <l Update Leave < AdjustSalary J€ Cancel =g Update

=% Distribution Calculated Salary % Adjustment BaseBudgetedSal.. P
AD24150 - ARCH SALARIES WAGES oo 50.00 0.00 00a

AD1Y200 - Meier, Richard Professorship 5300 -

All_Accounts - Total 5300 — 100.00

0.00

Optional: Add a comment (see instructions on page 17) and add the name of the person filling this vacant
position.

M Revenue and Expense Planning - C_2000 - Monthly

['J Export List Print Preview Options I—I Save =g Close

Planning Details - Monthly | Salary Details

ACCOUNTS

C_2000 - Architecture Ar »

Employee Name Empl ID %% Distribu Calculated Base Budgeted [» Total § Le.

0| 0 100.00 50,000 50,000 0

00101430 - Position 00101430
00101436 - Position 00101436

Comments
00101439 - Position 00101439

00101446 - Position 00101446 © Comment
00101448 - Position 00101448 [F] Comment Date

00101455 - Pesition 00101455 [C] Bob Wilson is coming back on 7/1 2014! 1/27/2014 7:28:17 Al
00101830 - Position 00101830

Remove

L n
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#2. Budget for a One Semester Sabbatic Leave:

Select the Salary Details | > °=" | tab from the main Revenue and Expense Planning screen.

Select the faculty member going on a semester sabbatic.
Right-Click on the name of the faculty member, and select Update CostAllocation/Leave. | | Update Cost Allocation/Leave

™ Revenue and Expense Planning -

F:‘. Exportlist ‘z PrintPreview {7} Options | Save =fj Close

Planning Datails | Salary Details

ACCOUNTS

l -] £

Employee Name Empl ID % Distribu...  Calcula
1naca 4 78

= Co
Prof Assoc b 98,2
Paste

“ ' Plan Research Assoc

Administrator V 97,
Prof Assoc Comments 06,5
Equipment Tech V Attachments 55

Student Svc Assoc IV

Update Cost Allocation/Leave

Administrative Asst V 57,

Additienal Information

Click on Update Leave = Update Leave Cost Allocation update for A Total Salary 178,319 (]
. . o)
Type desired percentage (typlca/ly 504) in the Q Update Distribution & Update Adjustment & update qi Close
cell next to the appropriate code for =
. : L E— % L
sabbatic leave being planned (in this o e fm ) N
. ADMN 0
example, probably either SABF or SABS). b
i DEL 0 0 T
Choose which button to press to save your work ) i
. HIRE 0
to the salary details screen. Lonr ) X
Click the Update Distribution | § Update Distribution -
LWaP 0 0
button.
. LWP 0 0
Review Base Budget Amount. NEW ) .
i Update -
Click Update ‘ﬁ. P ' to update the. . e 0 0
information in the Salary Details window. — 0 0
FRET 0 0
RET 0 0
STV 0 0
TERM 0 0
W % Leave 0 0
SABA 0 0
SABC 0 0
suor S —
SABO 0 0
SABS 0 0
¥ % Sabbatical 50 39,160
W Total % Leave an... 50 39,160
Cell Value: 39,160
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#3. Budget for a Full Year Sabbatic Leave

Select the Salary Details tab| ***" "*®" | from the main Revenue and Expense Planning screen.
Select the faculty member going on sabbatic.
Right-Click on the name of the faculty member, and select Update Cost Allocation/Leave. | | Update Cost Allocation/Leave

] Revenue and Expense Planning -

[i= ExportUst ‘s PrintPreview 4} Options | Save <[ Close

Planning Details | Salary Details

ACCOUNTS

| | £

Employee Name Empl ID % Distribu...  Calcula

o Plan Research Assoc I I *
= Copy
Prof Assoc
Paste
Administrator V 97,
Prof Assoc Comments 06,5
Equipment Tech ¥ Attachments 55
Student Sve Assoc IV - 94
. . Update Cost Allocation/Leave
Administrative AsstV 57
Additional Information

Click on Update Leave. =1 Update Leave Cost Allocation update for A Total Salary $78,319 (=]
Type percentage (typlca”y 100%} in the cell next 4 Update Distribution 4 Update Adjustment  § Update =i Close
to the appropriate code for sabbatic leave
. . . [ Leave % Leave § «
being planned (in this example, probably |byieave amount n
either SABA or SABC). E i
Choose which button to press to save your work PE - i}
. HIRE 0 0
to the salary details screen. . . -
Click the Update Distribution  § Update Distribution -
LwoP 0 0
button.
. LwP 0 0
Click Update 4 Updat=  pytton to save your NEw . ;
information back to the Cost Allocation e 0 0
window and close this leave worksheet o 0 0
window. == 0 0
Review Base Budget Amount. RET 0 0
Click Update 4 Urdat= | to ypdate the STLV 0 0
information in the Salary Details window. TERM 0 0
N % Leave 0 0
SABA 100 78,319
SABC 0 0
SARF 0 0
SABQ 0 0
SARS 0 0
¥ % Sabbatical 100 78,319
W Total % Leave an... 100 78,319
Cell Value: 78,319
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#4. Budget for a Study Leave:
Select the Salary Details tab| ***" "*™*'= | from the main Revenue and Expense Planning screen.

Select the faculty member taking a study leave.
Right-Click on the name of the faculty member, and select Update Cost Allocation/Leave. | | Update Cost Allocation/Leave

™ Revenue and Expense Planning -

F“ Export List 5 Print Preview .7} Options H Save :ﬂ Close

Planning Details | Salary Details

ACCOUNTS

l -] P

Employee Name Empl ID % Distribu...  Calcula
“ . Plan Research Assoc I E B = 78
] o
Prof Azsoc Y 98, 2]
Paste
Administrator v 97,
Prof Assoc Comments 06,5
Equipment Tech v Attachrente 55
Student Svc Assoc IV 94
e R — Update Cost Allocation/Leave 57
ministrative Ass T

Additienal Information

Click on Update Leave. <8 Update Leave
Typing 100% for STLV reflects a Professorial receiving 100% of salary and records 100% of the salary in Leave

Planning.

Click Update button < Update | to sqve your information back to the Cost Allocation window and close this
leave worksheet window.

Review Base Budget Amount.

Click Update <4l Update | 4o update the information in the Salary Details window.
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#5. Budget for Leave With Pay (LWP) at 50% salary:

Select the Salary Details tab | saiary Cetzils | from the main Revenue and Expense Planning screen.
Select the faculty member taking a Leave With Pay.

Right-Click on the name of the faculty member, and select Update Cost Allocation/Leave. | Update Cost Allocation/Leave

™ Revenue and Expense Planning -

F‘T ExportList & Print Preview <§ Options H Save :ﬂ Close

Planning Details | Salary Details

ACCOUNTS
[ v 2
Employee Name Empl ID % Distribu...  Calcula
~ Plan Research Azsoc I R * 78
= Copy
Prof Assoc 98,2
Paste
Administrator W a7,
Prof Assoc Comments 06,5
Equipment Tech vV Attachments 55
Student Svc Assoc IV 043
. ) Update Cost Allocation/Leave
Administrative AsstV STy
Additional Information

Click on Update Leave. <8 Updatz Leave
Enter the desired percentage in the LWP field. 50% reflects the 50% savings in leave column.

Click Update Adjustment 8 UsdatAdiusiment +6 sqve your information back to the Cost Allocation window and
close this leave worksheet window.
Review Base Budget Amount.

Click Update <4l Update | 4o update the information in the Salary Details window.
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#6. Budget for Phased Retirement (PRET):

Select the Salary Details tab| ***" "*™*'= | from the main Revenue and Expense Planning screen.
Select the employee to plan as phased retirement at 50%.
Right-Click on the name of the employee, and select Update Cost Allocation/Leave. | | Update Cost Allocation/Leave

™ Revenue and Expense Planning -

F:f' Export List & Print Preview <0j Options H Save :ﬂ Close

Planning Details | Salary Details
ACCOUNTS.

l d

Employee Name Empl ID % Distribu...  Calcula

#ssess Plan Research Assoc I I 1 A * 78,
Prof Assoc Copy 98,2
Administrator V¥ Paste 97,
Prof Assoc Comments 06,5
Equipment Tech V' Attachments 55
Student Svc Assoc IV 94
e — Update Cost Allocation/Leave 57

Additional Information

Click on Update Leave. =3 Update Leave

Enter the desired percentage in the PRET field. 50% reflects the 50% savings in leave column. Planning will
reflect 50% of salary at 100% distribution, with 50% of salary budgeted and 50% shown in the leave
planning.

Click Update Adjustment 8 Usdat=adiusiment | ¢4 sqye your information back to the Cost Allocation window and
close this leave worksheet window.

Review Base Budget Amount.

Click Update 4 Update | 4o update the information in the Salary Details window.
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Reporting

Longview Home Portal

From the Longview Home Portal, you have several tools at your disposal to assist with meeting
reporting needs.

1. Operating Report Templates

Report Templates also known as Analysis & Reporting (A&R) templates are standard reports developed
by UBO. Each section heading (e.g. Endowed & Contract Reporting) expands and collapses with a click
of the mouse. To launch a report, click on the specific report you wish to view.

Planning

Reporting

4 Operating
orting
4 Endowed & Contract Reporting
14.Cr a Analysis by Object
15 Endowed - Variance Analysis by Object

16.Endowed vs. Contract - Current Year Base Budget

ysis by Object_In Year Reporting
Book Templates
12 May Book - New Trustee Budget
vay Book - Current Trustee Budget

4 Trustee Budget Format Standard Reports
09 Trustee Budget Format - New Budget
09A Trustee Budget Format - Current Base Budget
10.Trustee Budget Format - New Trustee Budget

11.Trustee Budget Format - Current Trustee Budget

i5 by Organization - Net From Operations
ysis by Object
b Object
ysis by Fund

4 Budget Reporting Applic

Report t A ons
Export Budget Data
Report Line item Details
4 Longview Add-In for Office
Longview Add-In for Office - Forecast Template
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Report Orientation
Selecting symbols for your report at the Prompt screen.

Prompted Reports have a Symbol Selection dialog box that appears when a report is opened. One or more
Symbols must be selected. After selecting one of these reports you will see the following window.

[5] View Report (@ Help
Symbol Selection

3 Symbol M Delete A Move Up ¥ Move Down

| Dimension Symbols
| = T
| accounTs @

Use the magnifying glass to open the Symbol Selector window.

In the Symbol Selector window, use the text search box to find the college or department you are looking for.

Symbol Selector @

Select a symbol from the hierarchy, or search for matches.

; ACCOUNTS ISear\:" Mames 2nd Descriptions | p v|'
‘ [ UNIV_000 - Comell University e
[ ACCOUNTS_DEL - Delete Parent
[ UNIV_000_C - Capital Submitting Orgs
i UNIV_000_ENCC - Comell University
[» TOTAL_TRUSTEE_BUDGET - Total Trustes Budget
P UNIV_000_POS - Univ_000 Pesition Data
[ UNIV_000_R - Capital Responsible Orgs
[ UNIV_000_F - Comell University
[ UNIV_000_CapUses - Capital - Admin Groups
[* Budget_Export_Processes - Budget Data Export - Processes -

Selected Symbols | Search Results

Name Description

m

[E view Report | @ Help

Symbeal Selection

L

| @ symbol 3§ Delete A MoveUp 'V Move Down

Dimension Symbols
ACCOUNTS €_2700 - College of Business o
C_2100 - Arts and Sdences 2

@ =mee - Add a symbol to the report.
3 Delete

A Move Up ¥ Move Down

Delete a symbol from the report.

Move an account up or down to organize the report as you desire.
[5] view Report

Eall S

When all of your desired accounts are selected hit View Report to preview the report.

LBP Reference Guide, v. 8.7 Page 38



Cornell University
Division of Budget and Planning

Longview Analysis & Reporting Layout

T Longiew: 17.Endowed v3. Coneract - Current Year Trustee Eudget
| i Refresh () Print Freview  1E] Export to Bucel | S Symbols @ reic

The Symbols

option allows
you to edit the
report to fit your
needs.

[ {@E Cornell University
|0 Division of Budget and Planning

UNIV_000_ENCC - Cornell
University |
Endowed vs. Contract - Current
Year Trustee Budget
(Trustee Budget 2017)

Options allows
you to apply
conditional
display.

UNIV_D83_CC - Totsl LIKIV_0OO_EN . Total  UNIV_DOO_ENWCC -

Contract Endowed Comell University

TUFE_P - Tulen and Fa Er TR (=TT

688610 580 0884580

e (L 130 208,404

IocA s 34380040 e a2a2203

SE2A_N - Comrants & Granrs. 147,001 043 101 408 843 248407830

ETRE_M . Comvinsons 17033 00818403 114384734

IVRID_IN - Imvestment Disiutons 40.708.408 F= TR M08

S5VC_N - EDveatonsl Amvias And Gt Ssurtes LTI 10312728 00147081
FEH_ - Iebedearreisl Raveer LXE BEATIATE 1T2:307-000 &

MBGL_PH - Ereririve Sales & Burven [ 123340.540 1330840

DETS_IN - Dett Swrvicn ] o

TROP_ - Tranahurs te/bern Dewrations. 3sap 088 asrane

OB 28 1.239.800043

4120054 sapar 1t

9 [

2T0R R0 IA161,873

[ ] ©

200843 e sratee

arses anz ra1n0T

23308 724 477000378 0% 447 00

10401 Tea 88.970.581 07882 008

28450857 300,240,338 298860 a3

= 7860 834 2,630,308 20397043

GEXP_EX . Ganarst Expanse 11508.08 230,020,183 21008309

Symbols will open the
window shown to the
right. Inside the red
box shows the edits
that can be made to
the orientation of the
report. The blue box
is where the symbol
display edits can be
made.

[ 3

|| [2] viewReport (@ Help

4 Orientation

=

-

Fixed [ TIMEPER | [ ENTITIES | [ SUBOBJECTS | [ FUNDS | [ POSITIONS | [ DETALLS | [ VERSIONS

4 Symbeol Selection

Symbol 3§ Delete A MoveUp ¥ Move Down
Dimension Symbeols [F] Show Mame [#] Show Description
ACCOUNTS UNIV_000_ENCC - Comell University Pl
TIMEPER TBYR2017* - Trustee Budget 2017 - [ASCurrTBudgetPer - Current Trustee Budget Period] 2 O
ENTITIES DIM2SET - Entities Default L O
OBIECTS REVENLE - Revenus L
EXPENSE - Expense p
SUBOBIECTS SUB_OBIECTS - Sub Objects 2o
FUNDS (OPERATING_FUNDS - Operating Funds P}
POSITIONS. DIMESET - Dimension & Default |
DETAILS DIM7SET - Details Default |
VERSIONS DIMBSET - Dimension 8 Default |
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Budget Standard Report Template Descriptions

A diverse set of published standard templates are available for Users. Each report has a unique purpose and
is designed to open either automatically with the User’s maximum level security when launched or is
prompted to enter specific criteria to view report. Below are brief descriptions of the Report Templates.

Report: 01.Variance Analysis by Organization - Net From Operations
Category Group Assigned: Variance Reports.
Opens at: Prompt.

Purpose: To display a standard view of the overall Operating Net position of an organization (drillable down
to account). Report is expected to produce Account values for the following Time Period Measures (in
respective order) for ease of business use comparisons: Final Budget (Budget in progress), Trustee Budget
(snapshot of upcoming budget being presented to BOT for approval), Base Budget (Frozen point in time
budget used to initialize the budget development), Current Year Trustee Budget (Budget snapshot that was
presented to BOT for the current year), Prior Month Close Actual’s Year-to-Date (Most up to date realized
financial activity for current year, prior month end), Previous Year Actuals (Total realized financial activity for
the prior year), Two Years' Ago Actuals (Total realized financial activity for two years ago).

Special Notes: For best use of this Report, enter one or multiple C_Level, D_Level or Accounts from the
UNIV_000 Hierarchy that you are interested in.

3 '.."‘3.% UNIV_000 - Cornell University
g Cornell L'rt‘_"];”“i“ﬂ . NET FROM OPERATIONS
oot s VARIANCE ANALYSIS

BY ORGANIZATION

)

Het from Operaions

Wew Budget 1o New Budget 1o

NewTrustee  CorrentBase  New Budgetto  NewBudgetto  New Budgetto
Trustes Budget Trusies Budget  Tot Mih FYid Tot Mk FY13 Tot Mih FYiZ Budget Budget Current Year Lasi Year Two Years Prior
Base Bud 2015 15 Base Bud 2014 204 Act Act Act Variance Varance Actual Varance  Actual Variance  Actusl Varance

e =] ] 8 -2 200 2808 083 31584111 2540582 4290127 L15894.55 474545 550

= B S15854.850 T 31,8841 2.931.277 i) £12983.788 ST2ATIT3
Comedl Unsversity £15.8M.650 L] 45000 1508083 ansEm 1.940,837 ALINITT 15560 £15.549.650 1,037 458,761 12953763 STL73.37%

3 et

B e
e
a2 s
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Report: 03.Variance Analysis by Object
Category Group Assigned: Variance Reports.
Opens at: Prompt.

Purpose: To display a standard view of the Revenue and Expense components for an organization (drillable
down to account). Report is expected to produce Account values for the following Time Period Measures (in
respective order) for ease of business use comparisons: Final Budget (Budget in progress), Trustee Budget
(snapshot of upcoming budget being presented to BOT for approval, Base Budget (Frozen point in time
budget used to initialize the budget development), Current Year Trustee Budget (Budget snapshot that was
presented to BOT for the current year), Prior Month Close Actual’s Year-to-Date (Most up to date realized
financial activity for current year, prior month end), Previous Year Actuals (Total realized financial activity for
the prior year), Two Years' Ago Actuals (Total realized financial activity for two years ago).

Special Notes: When asked to enter account, use UNIV_000 Hierarchy to select the C_Level, D_Level
or Account that you are interested in.

UNIV_000 - Cornell University

Cornell University 7 7 7
]E"_“E “‘f;i:w‘; xnd Planaing \ARJ;:((‘)E]}?[\:ICA;J\ SIS

MewBodgetto  MewBudgsite  NewBudgetls  MewBudgel to
Mo Budgetls  CurrentBase  Current Yesr Lant Your Twe Yours.
Trustes Trustes TOUMRn YIS TotMIBFYI3  Tesmmnivez New Trastes Actusl Astual Prio Actusl
Act

Base Bud 75 Budget M5 Base Bud 2084 Budget 24 Variance Varince
wB.Ta ] = Tt 3

458 301,034
FECNT

294 640 B8
2AE1,T. 79T

IR AT
TR L 828
30030717
! o1 337,544 200

a
A% 3T 408

LT
[ o

177000
s MmImE

238 250 838

a03181 83
148120600

anEaET 5

2305198 2 294110307 sstsan Beasay. 83 343381938
FEPINSL - Lxpense HIAMETD 0 A0 ZAERERT 1126302,31 LAMTHATT 1L

1.280 898 437

Tienses  gesamay
[ETTELE 1BIBAGEDT

[oTaL i rrom oporsions — [ arsasgen | | @ e
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Report: 03A.Variance Analysis by Sub-Object
Category Group Assigned: Variance Reports.
Opens at: Prompt.

Purpose: To display a standard view of the overall Operating Net position of an organization (drillable down
to account). Report is expected to produce Account values for the following Time Period Measures (in
respective) for ease of business use comparisons: Final Budget (Budget in progress), Trustee Budget
(snapshot of upcoming budget being presented to BOT for approval), Base Budget (Frozen point in time
budget used to initialize the budget development), Current Year Trustee Budget (Budget snapshot that was
presented to BOT for the current year), Prior Month Close Actual’s Year-to-Date (Most up to date realized
financial activity for current year, prior month end), Previous Year Actuals (Total realized financial activity for
the prior year), Two Years' Ago Actuals (Total realized financial activity for two years ago).

Special Notes: For best use of this Report, enter one or multiple C_Level, D_Level or Accounts from the
UNIV_000 Hierarchy that you are interested in.

UNIV_000 - Cornell University
NET FROM OPERATIONS
VARIANCE ANALYSIS
BY ORGANIZATION

Bt from Operators

Brw Bodgriic  Sew Budgei i

erw Trasiee Coresilase  SewBudgeiic  SewBudgeiio  Sew Budgeiic

Trasses Bucget Trustes Bodpet  Tot i Fru Tet i Pl Tot i Frid gt Batprt Corrent Tear Lant Tear T Tewrs Pr

Bae Soes M6 ik Banr Boa N4 4 At At et Varancs Varme Actunl Varanee  detasl W ) -

# 550" . Bace Cemca 2 T o 3 ) o 3T 3
VRY_000 - Cormel Unserradly L A5 | ’ o4 1. s 1.8 17 A nam A58 £75.049 650 1407 AT S11mre
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Report: 04.Variance by Fund
Category Group Assigned: Variance Reports.
Opens at: Prompt.

Purpose: To display a standard view of the Fund Sources (sub-fund level) for an organization (all the way
down to a particular account). Report is expected to produce Account values for the following Time Period
Measures (in respective order) for ease of business use comparisons: Final Budget (Budget in progress),
Trustee Budget (snapshot of upcoming budget being presented to BOT for approval, Base Budget (Frozen
point in time budget used to initialize the budget development), Current Year Trustee Budget (Budget
snapshot that was presented to BOT for the current year), Prior Month Close Actual’s Year-to-Date (Most up
to date realized financial activity for current year, prior month end), Previous Year Actuals (Total realized
financial activity for the prior year), Two Years' Ago Actuals (Total realized financial activity for two years

ago).

Special Notes: For best use of this Report, enter one or multiple C_Level, D_Level or Accounts from the
UNIV_000 Hierarchy that you are interested in.
UNIV_000 - Cornell University

Cornell University i VARIANCE ANALYSIS
Division of Budget and Plasning BY FUND

Report: 02.Revenue vs. Expense - Historical Compare

Category Group Assigned: Revenue and Expense Reports.
Opens at: User Maximum Security Level.

Purpose: To display a standard view of Total Operating Revenue and Total Operating Expense separately
for an organization (drillable down to account). Report is expected to produce Account values for the
following Time Period Measures (in respective order) for ease of business use comparisons: Final Budget
(Budget in progress), Trustee Budget (snapshot of upcoming budget being presented to BOT for approval),
Base Budget (Frozen point in time budget used to initialize the budget development), Current Year Trustee
Budget (Budget snapshot that was presented to BOT for the current year), Prior Month Close Actual’s
Year-to-Date (Most up to date realized financial activity for current year, prior month end), Previous Year
Actuals (Total realized financial activity for the prior year), Two Years' Ago Actuals (Total realized financial
activity for two years ago).

Special Notes: Automatically provides the highest C_Level, D_Level or Accounts from the
UNIV_000 Hierarchy that you have access to.

LBP Reference Guide, v. 8.7 Page 43



Cornell University
Division of Budget and Planning

Report: 13.Accounts Out of Balance
Category Group Assigned: Revenue and Expense Reports.
Opens at: Prompt.

Purpose: Quick summary of Accounts in the new budget that are not balanced. At launch a request to enter
account symbol (C_Level, D_Level, or Account) will appear.

Special Notes: For best use of this Report, enter one or multiple C_Level, D_Level or Accounts from the
UNIV_000 Hierarchy that you are interested in.

C_0500 - Industrial & Labor Relations

Cornell University ) ACCOUNTS OUT BALANCE
Division of Budget and Planning

Net from Operations

S07I200 - ORG ACT LR REVIEW -10%5 147 00
5_0SAF - (507 Roliover Department Funds 10514700
D_0507 - ILR Review 47.00

I2HEES . SMITHERS 2500

R - #532 Reguisr Department Funds &

Report: 20. Revenue and Expense Planning History
Category Group Assigned: Revenue and Expense Reports.
Opens at: Prompt.

Purpose: To view planning history at object code level. This report is a read-only extension of the
Revenue & Planning Screen application.

Special Notes: For best use of this Report, enter one or multiple C_Level, D_Level or Accounts from the
UNIV_000 Hierarchy that you are interested in.

Report: 14.Contract - Variance Analysis by Object
Category Group Assigned: Endowed & Contract Reporting.
Opens at: Maximum.

Purpose: To display a standard view of Contract College (ONLY) Operating Revenue and Operating Expense
separately for an organization (drillable down to account) with either Contract or Endowed attributes. Report
is expected to produce Account values for the following Time Period Measures (in respective) for ease of
business use comparisons: Final Budget (Budget in progress), Trustee Budget (snapshot of upcoming budget
being presented to BOT for approval), Base Budget (Frozen point in time budget used to initialize the budget
development), Current Year Trustee Budget (Budget snapshot that was presented to BOT for the current
year), Prior Month Close Actual’s Year- to-Date (Most up to date realized financial activity for current year,
prior month end), Previous Year Actuals (Total realized financial activity for the prior year).

Special Notes: Automatically provides the highest C_Level, D_Level or Accounts from the
UNIV_000_CC Hierarchy that you have access to.
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Report: 15.Endowed - Variance Analysis by Object
Category Group Assigned: Endowed & Contract Reporting.
Opens at: User Maximum Security Level.

Purpose: To display a standard view of Endowed College (ONLY) Operating Revenue and Operating Expense
separately for an organization (drillable down to account) with either Contract or Endowed attributes.
Report is expected to produce Account values for the following Time Period Measures (in respective) for
ease of business use comparisons: Final Budget (Budget in progress), Trustee Budget (snapshot of upcoming
budget being presented to BOT for approval), Base Budget (Frozen point in time budget used to initialize the
budget development), Current Year Trustee Budget (Budget snapshot that was presented to BOT for the
current year), Prior Month Close Actual’s Year-to-Date (Most up to date realized financial activity for current
year, prior month end), Previous Year Actuals (Total realized financial activity for the prior year).

Special Notes: Automatically provides the highest C_Level, D_Level or Accounts from the
UNIV_000_EN Hierarchy that you have access to.

Report: 16.Endowed vs. Contract - Current Year Base Budget
Category Group Assigned: Endowed & Contract Reporting.
Opens at: User Maximum Security Level.

Purpose: To display a standard view of Total Operating Revenue and Total Operating Expense separately for
an organization. Report is expected to produce Endowed and Contract College values for the Current Year
Base Budget (Frozen point in time budget used to initialize the budget development).

Special Notes: Automatically provides the highest C_Level, D_Level or Accounts from the
UNIV_000_ENCC Hierarchy that you have access to.

, UNIV_000_ENCC - Cornell University
Cornell University
or] Em ofBLm‘Ige\t and Plann Endowed vs. Cont];zlll:itg;furrent Year Base
(Base Bud 2019)

UNIV_000_CC - Total UNIV_000_EN - Total UNIV_000_ENCC -
Contract Endowed Comell University
0 758,307,850 1110520504

o 0 [}

FBALIN

FBAL_EX - Net Assets
EXPENSE - Expense
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28.400
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441728058
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Report: 17.Endowed vs. Contract - Current Year Trustee Budget

Category Group Assigned: Endowed & Contract Reporting.

Opens at: Maximum.

Purpose: To display a standard view of Total Operating Revenue and Total Operating Expense separately for
an organization. Report is expected to produce Endowed and Contract College values for the Current Year
Trustee Budget (Budget snapshot that was presented to BOT for the current year).

Special Notes: Automatically provides the highest C_Level, D_Level or Accounts from the
UNIV_000_ENCC Hierarchy that you have access to.

Report: 18.Endowed vs. Contract - New Base Budget
Category Group Assigned: Endowed & Contract Reporting.
Opens at: Maximum.

Purpose: To display a standard view of Total Operating Revenue and Total Operating Expense separately for
an organization. Report is expected to produce Endowed and Contract College values for the Final Base
Budget (Working budget in progress).

Special Notes: Automatically provides the highest C_Level, D_Level or Accounts from the
UNIV_000_ENCC Hierarchy that you have access to.

Report: 19.Endowed vs. Contract - New Trustee Budget
Category Group Assigned: Endowed & Contract Reporting.
Opens at: Maximum.

Purpose: To display a standard view of Total Operating Revenue and Total Operating Expense separately for
an organization. Report is expected to produce Endowed and Contract College values for the New Trustee
Budget (Frozen point in time base budget copied over into Trustee Budget time period).

Special Notes: Automatically provides the highest C_Level, D_Level or Accounts from the
UNIV_000_ENCC Hierarchy that you have access to.

Report: 12.May Book - New Trustee Budget
Category Group Assigned: May Book Templates.
Opens at: Maximum.

Purpose: To view the New Year's Trustee Operating Budget in exactly the same categorical
formation and groupings that is printed and distributed to BOT.

Special Notes: Automatically provides the highest C_Level, D_Level or Accounts from the
TB_TOTAL_ITHACA_CAMPUS Hierarchy that you have access to.

LBP Reference Guide, v. 8.7 Page 46



Cornell University
Division of Budget and Planning

Report: 12A.May Book - Current Trustee Budget
Category Group Assigned: May Book Templates.
Opens at: Maximum.

Purpose: To view the Current Year's Trustee Operating Budget in exactly the same categorical formation and
groupings that is printed and distributed to BOT.

Special Notes: Automatically provides the highest C_Level, D_Level or Accounts from the
TB_TOTAL_ITHACA_CAMPUS Hierarchy that you have access to.

Total Ithaca Campus
May Book Format -
MNext Budget Amount
Trustee Budget 2019

Cornell University

" Division of Budget asd Plannin|

Pk G T &

L A 8 Pm—— e = |

Report: 12B.May Book - New Base Budget
Category Group Assigned: May Book Templates.
Opens at: Maximum.

Purpose: To view the New Year's Base Operating Budget in exactly the same categorical formation and
groupings that is printed and distributed to BOT.

Special Notes: Automatically provides the highest C_Level, D_Level or Accounts from the
TB_TOTAL_ITHACA_CAMPUS Hierarchy that you have access to.

Report: 09.Trustee Budget Format - New Budget

Category Group Assigned: Trustee Budget Format Standard Reports.

Opens at: Prompt.

Purpose: To display a standard template of all sub-fund sources (not only operating) supporting the
Organizations' (down to Account) New Year's Budget (Next Fiscal Year). Report is expected to produce Final
Budget Account values. Purpose is to see summary and ensure that all Sub-Funds are being budgeted as
expected.

Special Notes: For best use of this Report, enter one or multiple C_Level, D_Level or Accounts from the
UNIV_000 Hierarchy that you are interested in.
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Report: 09A.Trustee Budget Format - Current Base Budget

Category Group Assigned: Trustee Budget Format Standard Reports.

Opens at: Prompt.

Purpose: To display a standard template of all sub-fund sources (not only operating) supporting the
Organizations' (down to Account) Current Year's Base Budget (Current Fiscal Year with adjustments). Report
is expected to produce Final Budget Account values. Purpose is to see summary and ensure that all Sub-
Funds are being budgeted as expected.

Special Notes: For best use of this Report, enter one or multiple C_Level, D_Level or Accounts from the
UNIV_000 Hierarchy that you are interested in.

Report: 10.Trustee Budget Format - New Trustee Budget
Category Group Assigned: Trustee Budget Format Standard Reports.
Opens at: Prompt.

Purpose: To display a standard template of all sub-fund sources (not only operating) are supporting the
Organizations' (down to Account) New Year's Trustee Budget (Next Fiscal Year Trustee Budget). Report is
expected to produce Final Budget Account values. Purpose is to see summary and ensure that all Sub-Funds
are being budgeted on as expected.

Special Notes: For best use of this Report, enter one or multiple C_Level, D_Level or Accounts from the
UNIV_000 Hierarchy that you are interested in.

Report: 11.Trustee Budget Format - Current Trustee Budget
Category Group Assigned: Trustee Budget Format Standard Reports.
Opens at: Prompt.

Purpose: To display a standard template of all sub-fund sources (not only operating) supporting the
Organizations' (down to Account) Current Year's Trustee Budget (Current Fiscal Year Trustee Budget). Report
is expected to produce Final Budget Account values. Purpose is to see summary and ensure that all Sub-
Funds are being budgeted as expected.

Special Notes: For best use of this Report, enter one or multiple C_Level, D_Level or Accounts from the
UNIV_000 Hierarchy that you are interested in.

" P_ 0001 - Ithaca Campus
B Cornell Unbreraity . Trustee Budget Format -
Current Trustee Budget Amount
(Trustee Budget 2019)

jif
11 O, |
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Report: 03.Variance Analysis by Object In-Year Reporting
Category Group Assigned: Variance Reports.
Opens at: Prompt.

Purpose: To display a standard view of the Revenue and Expense components for an organization (drillable
down to account). Report is expected to produce Account values for the following Time Period Measures (in
respective order) for ease of In Year business use comparisons: Prior Month Close Actual’s Year-to-Date
(Most up to date realized financial activity for current year, prior month end), Current Year’s Final Budget
(Current Year’s Budget without adjustments), Current Year Trustee Budget (Budget snapshot that was
presented to BOT for the current year), Previous Year Actuals (Total realized financial activity for the prior
year), Two Years' Ago Actuals (Total realized financial activity for two years ago).

Special Notes: When asked to enter account, use UNIV_000 Hierarchy to select the C_Level, D_Level
or Account that you are interested in.

2. Budget Reporting Applications

Under the Budget Reporting Applications section are reports designed to give users a venue to pull row level
details of the budget that is being planned as well as relevant time periods to assist in the planning.

Report: Report Cost Allocations
Opens at: Prompt.

Purpose: To display a standard view of Position Information within the respective Account. Report is
expected to contain Position Description, Position Number, Employee Name, Employee ID, Department, as
well as Current % Distribution, Next Budget % Distribution and Leave details. Data is available for the Current
Year Final Budget, as well as the New Base Budget (new planning year).

Special Notes: Account section box is defaulted at maximum level of security. Feel free to Select or type in
Account (C_Level, D_Level or Account) in Account's selection box. Object is defaulted at object consolidation
(SWAG|SWFC), however you may alter via selection by typing in object code or level or by searching Objects
pick list. All Funds are defaulted, however you may select a particular fund you are interested in. Drop-down
list options are available for Higher Ed Function, Account Type (Company) and selecting for the Current
Year’s Final Budget or New Year’s Base Budget (the budget being planned).

Report: Export Budget Data
Opens at: Prompt.

Purpose: To provide a Revenue/Expense data extract output file of the New Year Base Budget (budget being
planned) and associated budget notes. In addition, this report extract also provides options to pull in the
following time periods as columns: Current Year’s Base Budget (alighed with appropriate budget notes), New
Year Monthly Budget, Current Year’s Actuals, Prior Year’s Actuals, Prior (-2) Actuals, New Year Trustee
Budget (aligned with appropriate budget notes), Current Year’s Final Budget (aligned with appropriate
budget notes), Current Year Monthly.

Special Notes: Account section box is defaulted at maximum level of security. See Budget Data Extract
Guide on the Longview Home Portal for additional instructions.
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Finding Export Budget Data File:

3 This PC
| 3D Objects
e GotoDocuments  mowwr /
|| Documents
4 Downloads

Longview folder
CornellPrd for production environment or CornellTrn for training environment
Data folder
New excel spreadsheet should be there labeled “ExportBudgetData”
o Note: if you will be exporting more reports, make sure to save the current one as a
different name or in a different folder. If not, the data will be overwritten.

Report: Report Line Item Details

Opens at: Prompt.

Purpose: To display a standard list of all Accounts within selection that is planned at the Line Item level.
Report will contain Object, Sub-Object, Fund, Account Type and Line ltem Comments.

Special Notes: Account section box is defaulted at maximum level of security. Feel free to Select or type in
Account (C_Level, D_Level or Account) in Account's selection box. Object is defaulted at REVENUE_EXPENSE,
however you may alter via selection by typing in object code or level or by searching Objects pick list. All
Funds are defaulted, however you may select a particular fund that you are interested in. Drop-down list
options are available Account Type (Company) and selecting for the New Year’s Base Budget (the budget
being planned), New Year Trustee Budget (Budget snapshot presented to BOT for the New Year budget
approval), Current Year’s Final Budget.

3. Longview Add-in for Office

Longview Add-in for Office offers a different type of flexibility in reporting. Users may have more control in
guerying the level of data needed for reporting. Reports from this tool can be formatted and customized
just as you would any other report created from the MS Office toolsets (Excel, PowerPoint, Word, etc.).

Longview Add-in for Office can be accessed via the Longview Launch Center section on the LV Home Portal.

Longview Launch Center

a Longview Components
Longview Add-In for Office

Longview Analysis and Reporting

Please refer to the Documentation’s section on the Home Portal for specific instructions on using any of
the Longview Reporting mechanisms.

H  Documentation

» Cornell Longview Operating Decumentation
» Longview Documentation
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Tips and Best Practices

Revenue and Expense Planning

Org/Account Selector

Performance of the LBP system is directly related to the size of the organization you decide to view.

If you want to load the planning grid quickly, choose an account or sub-account. If you want greater
flexibility during your planning session, and need to move between accounts quickly, choose the lowest
level organization that has all the accounts you want to plan. If you intend on planning several
accounts at once, it is much more efficient to load the department or section that spans across all the
accounts you’ll be working on, even if this means it takes a little longer to load the initial planning grid
screen.

If you know the department or account number, and
want to quickly load it for planning, click on the Revenue & Expense Planning
Accounts Tab, click once in the cell, type Cntrl-A
to select the contents of the cell, and type your

-lof x|

§ Cornell University

Organization Accounts

Architecture Art and Planning

account or department number. =
Planning Grid
Similarly, once you are in the planning grid, you can quickly Revenue and Expense..

navigate to a known account or department by CIiCking & AddObject Wy Initialize Budget < Import Budget [ J} Calculate Benefits | ] Show Notes Gl ShowyHide |
once in the se/ector boX, typing Cntr/_A to select the Planning Details Active Accounts Salary Details
ACCOUNTS
contents of the cell, and then type the account number Q
or department, and pressing Enter. SubObiectDescripton oo

3050 - Budget-Use of Fund Balance — 0
4010 - Revenue - Sales of Goods — 0
4340 - Gifts of Cash — 0

Cost Allocation Window
1. Todelete a cost allocation, just change the % distribution to zero.
2. If you accidentally delete all the cost allocations,
(and save those deletions back to the LBP
database) you can use the Update Cost
Allocations application to restore one or more cost
allocations to a position.

Budget Planning Applications

Revenue and Expense Planning
Revenue and Expense Planning with History
Position Review

Update Cost Allocations
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