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Preface 

The Forecasting Tool (FT) was developed out of the need for administrators to have a means to 

accurately project the availability of funding on grant, program, and gift accounts as well as be able to 

save the calculations for later reference.  At the time of the FT’s development ASU’s Workday financial 

system only had the capability of being a report generator and lacked the functionality of calculating 

expenditure projections. This required units across the university to utilize their own financial 

calculation tools that can lead to increased error, increased time reviewing financial figures, and a lack 

of standardization in financial management.  

The FT is not meant to be a replacement for Workday. It is intended to be a complimentary tool 

to be used in conjunction with Workday. The FT is also not meant to be a monthly audit readiness 

reconciliation tool that is currently available in Workday.  The FT is meant to be a tool for 

administrators, not faculty, and requires specialized training to effectively utilize. The FT contains a 

significant number of features that are not readily apparent and while the training is not necessarily 

intensive, it is required to become proficient in use. It is the purpose of this guide to encapsulate these 

trainings for FT beginners and for those needing later reference.   

 

Basic Navigation  

Forecasting Ribbon 

 The Forecasting Tool is an Excel workbook accessed through the ASU Amazon BI Workspaces. 

Contact KE Analytics at KEAnalytics@asu.edu for access to the Dropbox folder where the FT is located. 

This is due to ASU cyber encryption policies requiring that information such as that found in the FT be 

secure behind an adequate firewall. The FT is best navigated using the Forecasting Ribbon at the top of 

the application, see figure 1.    

 

mailto:KEAnalytics@asu.edu
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Figure 1. 

 The Forecasting Ribbon is divided into 7 sections and are functional based on what application 

of the FT is being used. These sections will be detailed later in the guide and are shown in figure 2.    

 

Figure 2. 

Hovering over each of the Ribbon icons with the cursor will pop out a brief explanation of the function 

of each button.  

 

Find Accounts 

 To begin using the FT, account information must first be pulled from the various data 

warehouses at ASU. To do this you can click on the Accounts button which is the first button in the 

Ribbon or alternatively you can click on the Find Accounts tab at the bottom of the spreadsheet. Use of 

the Ribbon is recommended as later more Excel tabs will be created and clicking through the tabs will 

become cumbersome. Clicking on the Accounts button will bring you to the screen in figure 3.  
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Figure 3. 

At the top of the Find Accounts tab you’ll see 6 entry cells that can be used to find accounts. It is 

recommended that only one of these cells be used at a time to look up an account, see figure 4.  

 

 

Figure 4. 

In the FT, cells that are shaded in green indicate input cells. Typing in the award number and clicking on 

the List Accounts button to the right of the entry cells will display all accounts that roll up into that 

award number. Account Status can be filtered between Active, Active and Expiring, All, Activation in 

Progress and will be detailed later in the guide.  

 The Account cell is likely the primary cell that will be used to look up single account information. 

In this cell a grant, program, or gift number can be entered and searched. Account Type defaults to All 

but can be filtered if needed. The Lead Unit, Cost Center ID, and PI Last Name cells will function in a 

similar way as the Award cell by pulling all accounts associated with the identifier that’s inputted. In this 

section of the guide, we’ll focus on a single account.  

 Refer to Figure 5 for the following. After entering an account number and clicking on the List 

Accounts button, the account information will populate in the area below the search cells. Alternatively, 
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the List Accounts button in the Ribbon can also be clicked resulting in the same effect. This will include 

most of the pertinent information at a glance with additional information seen by scrolling to the left. 

Clicking on the Hide / Show Title button in the Find Accounts Section of the Forecasting Ribbon will 

expand and collapse column I to make that information easier to view. Note that if another account 

search is desired, the previous account entry can either be selected with the cursor and deleted. The 

Clear Filters button can also be pressed to ensure all cells are fully deleted. In the upper right of the Find 

Accounts page you’ll also see the date and time that the account information was extracted from the 

respective data warehouses. The FT pulls data that is loaded either the day before or the morning of any 

given search.  

 

Figure 5. 

It is this single feature of automatic data retrieval that can dramatically streamline account 

analysis, however this comes with a warning. Since the data can be as much as 24 hours old, if major 

expenditures have been approved throughout the course of the business day, they will NOT be reflected 

in the FT. It is the responsibility of the user to ensure that these expenditures are considered when 

advising on available funding levels. They can also be projected into the FT and will be demonstrated in 

the projection’s sections of the guide.  

 

Create this Account  

 Now that an account has been selected and the data found, it’s time to create a specific account 

tab from which forecasting can be done to make specific projections. To do this, select the account in 

the area below the search field. Then in the Ribbon, the Create this account button needs to be clicked.  

At this point, the FT will pull additional detailed information specific to that account and create a 

separate account tab. The account number under the search field will also turn blue and become a 

hyperlink to the newly created account tab, see figure 6.  
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Figure 6. 

When creating a single account, the FT will automatically open the new account tab where you’ll be able 

to see ledger account information, encumbrances, expenditures, forecasts, the available account 

balance, and general award information.  

 The account tabs can initially be overwhelming with the amount of data that is being displayed 

all at once. When viewing an account sheet, think of it as having 4 separate main sections. These are 1. 

Award Info Section, 2. Ledger Account and Personnel Section, 3. Notes Section, and 4. Projection 

Section.  

These sections can be easily viewed by clicking on the Ledger Headings button in the Ribbon, but 

this is only for ease of viewing and not required for use of the FT. These sections are labeled in figure 7.  
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Figure 7. 

From the Account tabs we see information that is like what can be found in Workday. This is important 

so that projections made within the tool can be easily translated to real world applications. This 

concludes the basic navigation section of the guide. Advanced navigation guidance will be detailed 

throughout the subsequent sections of the guide.  

 

Non-payroll Projections 

Analyzing the Data 

 Prior to making any projections, an analysis of the current state of the account should be 

completed. The FT has been formatted so that data such as grant period of performance, F&A rates, 

available balance, notes, and expense projections stand out from the rest of the data.  

Of the data, the most important pieces when it comes to financial analysis are the Total 

Available Funding in the account and the Total Available Funding to Spend. These figures have a red box 

drawn around them as well as labeled 1 and 2 respectively in figure 8. These data consider all expenses, 

encumbrances (with the exception of reserves), forecasts, and budget on the account which are seen in 

their respective columns. The amount available to spend approximates the amount of funding available 

if full F&A rates were applied to all direct costs. Both values will turn red when the balance becomes 

negative to warn of an account deficit.  
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Figure 8 

 

Ledger Account Projections 

All projections are made at the ledger account level. In order to make non-payroll projections in 

the FT, the green cells on the right-hand side of the ledger account list should be utilized. That section is 

divided into columns with each column representing a calendar month. At the top of each column data 

that pertains to that specific column is detailed and includes the F&A Rate, Calendar Month, Fiscal Year, 

and Fiscal Month.  

Of greatest importance in the column data is the F&A rate because the rate listed here is the 

rate that is applied to all projections in the column. It is not affected by the Current F&A rate for which 

the project is set. This allows for projections into periods where ASU’s F&A rate may change.  

To make a projection, find the cell that corresponds to both the ledger account and month for 

which an expenditure is expected to be incurred. When a projection is input into the cell and entered, 

the text will turn blue indicating that a change has been made and registered. Non-payroll projections 

will be automatically calculated and accounted for in the Forecast Column and the Available Funding 

cells, see figure 9.  
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Figure 9. 

Adding Ledger Accounts 

If a projection needs to be made on a ledger account that does not currently exist within the 

award, one can be added using the Ledger Account button found in the Add to this Account section of 

the Forecasting Ribbon. Clicking the button will launch a popup window with a list of all expense ledger 

accounts. These accounts can be selected from the menu or if the ledger account number is known, it 

can be typed directly into the window. Once the desired account is found, click the OK button in the 

window and the ledger account will be added to the award and projections can be made on that line, as 

previously described, see figure 10.  
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Figure 10.  

 

Extending Project End Dates 

 The FT can artificially extend the end date of the award along with the number of month 

columns to the right of the ledger accounts. This is useful if a projection needs to be made beyond the 

project end date for reasons such as an expected no cost extension or an anticipated incoming funding 

increment. Placing projections in the future month columns that expenses are expected to post in has 

the benefit of ensuring that the correct ERE and or F&A/ASC rates are applied to the projections. This 

will have the greatest impact during fiscal year change overs when ASU’s rates tend to change as well.  

 To change the end date in the FT, simply type the new end date in MM/DD/YYYY format in the 

green end date cell at the top left of the account sheet. After pressing enter, the month columns will 

extend out to the right of the spread sheet to accommodate the added time frame. Scrolling to the 

right, a vertical line can be seen that will denote where the original award end date was, for reference 

see figure 11. Projections can now be entered for the future dates as previously described.  
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Figure 11. 

 

Saving and Deleting Projections 

 At any point in the forecasting process, projections that have been made can be saved. It is 

extremely important that the Forecasting.xlsm [Read-Only] file NOT BE SAVED to any location in the BI 

workspace or personal computer unless you want it to be a read-only document. Saving the actual file 

can result in a loss of FT functionality or projection data. The FT saves projections to an OKED database 

to allow granted ASURite users to retrieve the forecasts later. Any user can save a projection to any 

account, that said, it is also important to only save forecasts on accounts that are the responsibility of 

the user to monitor.   

 To save a series of projections, click on the Save button in the Forecasts for this Account section 

of the Forecasting Ribbon. Doing so will upload the projection data to the database and the FT will be 

momentarily suspended while the data is uploaded. Once the upload is complete, a dialogue window 

will popup confirming that the save is complete. Click the OK button to continue to use the FT, see figure 

12.  
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Figure 12. 

 To delete a projection, click on the Delete button in the Forecasts for this Account section of the 

Forecasting Ribbon. Doing so will prompt a dialogue window to popup confirming the deletion of the 

forecasts. This will be the last chance for the user to end the deletion process. Clicking on yes will delete 

all forecasts for the given account, see figure 13.   

 

Figure 13. 

If the yes option is pressed, a second dialogue box will popup informing that the forecasts have been 

deleted from the data base, see figure 14. 
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Figure 14. 

Note that this will not delete the values that are currently entered on the account. The delete 

button only deletes forecasts that are stored in the OKED database, not values entered on the 

spreadsheet. Anything entered will still be present until the account sheet is either recreated or the 

Refresh button in the This Account section of the Ribbon is clicked, see figure 15.  
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Figure 15. 

Adding Notes and Comments 

 Throughout the course of making projections, a user may wish to add notes to an account. This 

allows for an account specific reminder to be carried through for future reference to either the PI or the 

RA. In the upper right section of the FT are two text boxes labeled PI Notes and RA Notes. Comments 

can be written into these boxes and saved for later review by clicking on either the Save Notes button 

just above the text boxes or by clicking on the Save Notes button in the This Accounts section of the 

Forecasting Ribbon. Be sure to click the cursor to a cell outside of the note box area after the note has 

been added prior to clicking the save button so that the FT registers that the note section is no longer in 

use. Doing so will cause the Note Updated line of the FT to refresh in blue with the current date and 

time of the save, as well as the name of the user who saved the note, see figure 16. 

  

 

Figure 16. 
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 The reason for 2 different note boxes allows the user to input a note that the PI will be able to 

see when a PI report is generated for them. The PI report will be discussed later in the guide. The RA 

Notes box is intended to be reserved for information that only the RA would find useful, such as a 

reminder to redistribute funds, check on account revenue, etc. Only the Save Notes Button will have the 

notes, clicking on the Save Forecasts button will not.  

 Comments can also be added to individually projected figures in the green projection area. This 

is useful for reminding the RA what a specific projection was for i.e. a specific service, Pcard, or non-

capital expense. To enter a comment, move the cursor over the projected expense cell and right click it. 

An options window will popup with the choice of being able to Insert Comment, see figure 17.  

 

Figure 17. 

 

Selecting the Insert Comment option will allow the user to input a text comment for the single cell. After 

the comment has been entered, a red flag will appear in the upper right corner of the cell to indicate 
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that a comment has been made. Hovering the cursor over the cell will pop out the comment box, see 

figure 18. Note that to save cell comments, the Save button in the Forecasts for this Account section of 

the Ribbon must be clicked. To delete or edit a comment, right click the cell again and choose the 

appropriate option. The forecast must then be saved again to upload the edit or deletion of the 

comment.   

 

Figure 18. 

 

This concludes the basics of making non-payroll projections. The next section will cover payroll 

projections which tend to require more complex calculations due to additional factors such as ERE type, 

tuition remission, length of time of a position, and FTE of a position.  

 

Payroll Projections  

Account Personnel  

 Before any payroll projections are made, it is important to understand the current status of any 

personnel who are already mapped to the account. This can be seen in the section of the FT below the 

ledger accounts and the non-payroll projection by scrolling down. There you will see any employees who 

have ever been mapped in PeopleSoft to the account along with their ID, position number, and title 

information. Next to that you’ll see their academic year pay rate, summer semester pay rate, inception 

to date project earnings, and staff type. The information described here is not a projection, it is the 

current or past data of the respective employee.  

 To the right of the previously described data, we begin to see the projection data which includes 

the earnings, ERE, and tuition remission forecasts. The employee status and the FTE of the employee by 

pay period start date are also projected. If the projection data for an employee is blank, both under 
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dollar forecasts and the green FTE projection section, this means that there are currently no projections 

forecasted for the employee, see figure 19.  

 

Figure 19. 

Simply scrolling down to view the personnel information can result in confusing the column 

headings from the non-payroll ledger account section. To avoid this, the Employee Heading button in 

the This Account section of the Forecasting Ribbon can be clicked to hide the ledger section. Doing so 

will leave only the information pertinent to making personnel projections which includes the total and 

available to spend account balances. This also freezes the scroll pane so that only the employee 

information can be navigated. This is useful on accounts that have large numbers of employees mapped 

to them. To return to the default ledger account view, click on the Ledger Heading button in the same 

section of the Forecasting Ribbon, see figure 20.  
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Figure 20. 

 

Adjusting FTE Percentage 

 A payroll projection can be made using two primary methods. The first and easiest way to make 

a projection is by manipulating the FTE percentage of an employee that is already mapped to an 

account. In the FT, think of the FTE displayed NOT necessarily as the employees ’s PeopleSoft position 

FTE (i.e. a 50% GRA or 75% Staff), but as the percent of their total effort mapped to the account. For 

example, this means that a 50% GRA that draws their support completely from a single account would 

see 100% FTE mapped in the green FTE projection section.    

Similarly, a full time 50% GRA that is split evenly over 3 accounts would see 1/3 or 33.333% of 

their FTE mapped on a single account. It is the personnel Staff Type that is used to factor in PeopleSoft 

position FTE, this will be detailed further in the Adding Employees subsection. Manipulating the FTE of 

the employee will change the font color to blue but will not update the total available balance or the 

forecasted dollar amounts in the FT, see figure 21.  

 

 

Figure 21. 
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Calculating Payroll Projections 

 Unlike with non-payroll projections, the FT will NOT auto calculate payroll projections. This 

section is meant to emphasize this point and inform all users that to properly forecast a payroll 

projection, the Calculate button in the Forecasts for this Account section of the Forecasting Ribbon must 

be clicked. Once this is done, both the forecasted dollar amount for every employee will update along 

with the Total and Available to Spend account balances, see figure 22. If the payroll projection is 

intended to be saved for later reference, then as with all projections, the Save button in the Ribbon 

must be clicked.   

 

Figure 22. 

 

Adding Employees 

 The second method for making a payroll projection is accomplished by adding an employee to 

the account. To do this, click on the Employee button in the Add to this Account section of the 

Forecasting Ribbon. Doing so will take you to the New Employees tab of the FT and autofill the For 

Account cell of the worksheet, see figure 23.   
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Figure 23. 

 Once on the New Employees tab, a user has two options for adding a new employee to an 

account. The first and easiest way is to look up an employee using the Find Real Employees search cell. 

For this search to work, the employee needs to already be hired and active within PeopleSoft. It is 

advised that the full last name is entered in the search cell, though a partial last name can work, but it 

will result in more personnel found in the search requiring more time to filter through. Once the last 

name is entered, press the Find button to execute the employee search.  

 A list of personnel with the given last name will then generate below the search cell. If nothing 

appears, the likely cause is that the personnel is not active in PeopleSoft or the last name was spelled 

incorrectly as there is no search margin for error when typing the name. To add the desired employee to 

an account, click on the name of the employee from the generated list and then without deselecting the 

cell, click on the Select button. This will move the employee to the green input section of the worksheet 

along with all applicable pay rates and job classifications, see figure 24.   
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Figure 24. 

 

 The second way to add a new employee is by typing information directly into the green input 

section of the worksheet. This is useful if the employee is not yet active within PeopleSoft or if a 

projection is needed for a hypothetical position such as a planned GRA. This occurs most frequently 

when a PI is trying to plan out project costs for a semester or longer.  

Under the Employee column the user can type in anything such as TBD GRA. The employee ID 

and Title cells can be left blank or TBD may be entered. The AY Bi-weekly pay rate and the Summer Bi-

Weekly pay rate should be entered at the best estimated rate. If these cells are left blank, then no 

payroll calculation can occur because the FT reads the values in these cells as zero. For students and 

staff, typically the AY and Summer pay rates are the same. A distinction is made in the FT because 

faculty positions are grossed up during the summer semesters. This requires the summer pay rate cell to 

make the correct calculations. Note that even if the summer pay rate does not change from the AY pay 

rate, both cells need to have a value inputted for the calculations to be made for the entire calendar 

year.  

Next, the employee classification information needs to be entered. Of these, Staff Type is the 

most important because this filter determines the applied ERE rate for the employee. The available Staff 

Types can be selected from a drop-down menu. Next to this cell we see FTE, Employee Status, and Pay 

Group. Hovering the cursor above the cells with the red flags will pop out a comment with a description 

of the purpose of each cell. Most faculty and staff positions will default to 1.00 FTE however, GRA/TA 

positions also require tuition remission calculations and the FTE value is used to determine the tuition 

rate.  

When projecting costs for GRAs, it is important to choose the correct FTE. In the case of a 50% 

FTE GRA, the cell would be entered as 0.5 as this will yield 100% tuition remission and by convention, 

0.25 will calculate 50% tuition remission. The last two columns can be left blank, but if desired, 

employee status can be defaulted to A for Active and Pay Group to GRD for Graduate in the case of a 
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GRA. Once all employee(s) have been input into the green projection area, ensure that the proper 

account is selected in the For Account cell. Then click on the “Copy back to account button”, see figure 

25.  

 

Figure 25. 

When the employee(s) are successfully copied back to the account, the FT will automatically 

move back to the account tab. At that point the new employee(s) will show up under the active 

employees on the account in blue text to designate that a change has been forecasted. There will be no 

projected earnings because at this point the FTE for the new personnel is defaulted to 0%, see figure 26.  

  

Figure 26. 

Once the new employees have been added to the account, payroll projections can be made the 

same way as they were on the employees that were already mapped to the account by changing the FTE 

percentages in the corresponding pay start date cells. Doing this will cause the percentage to bold 

indicating a change has been made. Remember that to see the projections forecasted, the Calculate 

button must be clicked, see figure 27.  
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Figure 27. 

 

Reviewing Rate Calculations 

 At any point when the rate calculations require a review for accuracy, the ERE Rate Calcs button 

in the This Account section of the Forecasting Ribbon can be clicked while on the account tab that you 

desired to review. This is useful in verifying that the proper ERE, F&A, or tuition rates are being used in 

any newly forecasted payroll projections and when projection of payroll redistributions is discussed later 

in the guide. Please note that the default ERE and tuition is escalated at 3%. Currently, the FT does not 

escalate pay rates. However, the FT can simulate pay rate escalation if the user simply adds multiple 

rows for the desired employee onto an account as previously described then increases their pay rates 

and changes the FTE start dates respectively. When doing this it is suggested that the user give each 

subsequent employee row a unique name or ID to differentiate the escalated rates.  

Clicking on the ERE Rate Calcs button will trigger the FT to open the Rate Detail tab for the given 

account. On this tab you can verify the account number at the top left of the tab. Below that cell, every 

forecasted employee will be listed. To the right of each employee will be listed each pay start date that 

will occur over the current period of project performance. Any forecasted payroll, ERE, or tuition will be 

listed by column and as well as the rate at which these values are being calculated, see figure 28. 
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Figure 28. 

When done reviewing the rate information the user can return to either the account sheet or the find 

accounts tab to continue any forecasting. This concludes the section on payroll projections, next the 

guide will discuss how to project redistributions off an account.  

 

Redistribution Projections 

Non-payroll Redistributions  

 While less frequent than projecting added costs onto an account, it is just as important to be 

able to project cost transfers off one. Since the FT is Excel based and retains the same arithmetic 

functions as the base program, a non-payroll redistribution can be projected by simply entering a 

negative value in the green projection area to the right of the respective ledger accounts.  

When making a non-payroll redistribution projection, the Fiscal Month and Year column need to 

be using the F&A rate that corresponds to the rate at which the item being redistributed was originally 

posted under. That is, if a cost was posted in a year with an F&A rate of 56% and the FT Fiscal Month 

column is displaying an F&A rate of 57%, then the rate should be reduced to ensure that projection will 

be accurate (instructions on how to do this are in the next paragraph). This would not be a concern for 

redistributions that occur during the same fiscal year or that are exempt from F&A. The user can also 

see the redistribution forecasts per month at the bottom of the projection columns.  

The non-payroll redistribution process with an alternate F&A rate becomes more complicated 

when there is a month that contains conventional projections such as payroll. To maintain accuracy, the 

projections need to be calculated at the current F&A rate. However, this will lead to the redistribution 

being inaccurate unless the alternate F&A rates are compensated for. To do this, a formula of the form:   

= - ([redistribution amount] + ([redistribution amount]*[alternate F&A rate]))/(1+[current F&A rate]) 
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needs to be used. At the time of the FT launch this situation is not a common one but can occur. In 

future updates of the FT, the need for this type of rate compensation may be eliminated, but do 

illustrate the Excel based capabilities of the FT. An example is shown in figure 29. 

 

Figure 29. 

 

Payroll Redistributions 

The same concept at work with a non-payroll redistribution can be utilized while projecting 

payroll redistributions. The difference lies in adjusting FTE percentages rather than dollar amounts. 

Additional considerations include ensuring that the correct ERE and tuition remission rates are used as 

well as the afore mentioned F&A rates. To project a payroll redistribution, input a negative FTE 

percentage over the pay periods that are desired to be redistributed. 

Take note that the FT color codes the academic semesters such that Spring is bright green, 

Summer is light yellow, and Fall is light orange. When making payroll redistributions, this can be useful 

in quickly identifying where negative FTE percentages can be entered to also automatically account for 

the appropriate ERE and tuition rates. For example, if summer payroll is desired to be redistributed, the 

negative FTE should be projected during the summer semester.  

In practice, when forecasting a payroll projection for a specific individual, it is best to add them 

to the account as a new employee even if they are already mapped to the account. This is because in the 

case of a payroll redistribution, the goal is not to lose the future forecast data for the employee, but 

rather it is to see what effect removing past posted payroll related to the employee will have on the 

account. Remember that when projecting payroll that the Calculate button in the Forecasting Ribbon 

must be clicked, this holds true for redistributions as well.  
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Once the redistributed payroll has been calculated, the Earnings Forecast will update, and all 

values of the redistribution will appear negative. This will a be visual confirmation that a redistribution 

projection has been calculated. As with a regular payroll projection, the rate calculations for the payroll 

redistribution can be reviewed using the ERE Rate Calcs button in the Forecasting Ribbon, see figures 30 

and 31.  

 

Figure 30. 

 

Figure 31. 

 The method for projecting a payroll redistribution as described above can only work if the 

current ere and tuition remission rates match the rates that are being redistributed. This limits the 

effectiveness of this method to within a single fiscal year because these rates do not typically adjust 

until the fiscal year change over.  

At the time of the FT’s launch there are already planned updates to make the payroll 

redistributions process more streamlined and reduce the probability of error in calculation. It is 

expected that each user double check and understand the underlying math that is involved in the 

redistribution process to ensure the accuracy of any redistribution projections. As can be seen, an 

understanding of the functionality of the FT described in the sections leading up to this point is also 

required for advanced utilization. This concludes the redistribution projections section of the guide.  
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Pulling Multiple Accounts 

Your Accounts List 

 Up to now this guide has focused on projections that involve a single account. This is useful 

when needing to quickly review an account. However, most users likely support principal investigators 

with multiple accounts and wish to review all their resources. The FT can download account data from 

multiple accounts at once using 3 primary methods.  

 The first method for displaying multiple accounts at once is by using the Your Accounts 

functionality of the FT. This can be navigated to either by clicking on the Your Accounts tab at the 

bottom of the FT spreadsheet or by clicking on the Your Accounts button in the secondary Go To section 

of the Forecasting Ribbon. Doing so will take you to the Your Accounts tab where you will see a green 

input area to enter account information, see figure 32. 

 

Figure 32.  

 Accounts can be entered into the green input area in 3 ways. The first is by entering a set of 

accounts one at a time with a single account in each cell under the Account or PI Last Name or PI Emplid 

Column. The Group and Why Columns can be left blank; however the Group column serves the 

important purpose of grouping all the accounts with the same group name under a single unique 

identifier. If no group name is chosen, the accounts will be classified under the Default group name. It is 

advised that the PI last and first name be used to identify a set of accounts, though any group name can 

be used in this column. When the account and optional group name is entered, click on the Save button 

at the top of the spreadsheet to save the entries. A dialogue box will pop up confirming how many 

accounts have been saved and the Group names will populate in the grey Groups column. Click the OK 

button in the dialogue box to continue using the FT, see figure 33.  
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Figure 33. 

 

At this point, it’s recommended to click on the Refresh List button. Doing so will cause the 

Account Title column to populate with the Workday account titles. If this happens, it means that the 

account numbers were entered correctly, and data was successfully pulled from Workday. If the titles 

don’t populate, it means that the account number was not correctly entered, see figure 34. It should be 

noted that this method can only pull accounts that have been entered in the green Account or PI Last 

Name column. Because of this, it is possible to miss any new accounts that might be created but not 

manually entered. 

 

 

Figure 34. 

 

 The next method for entering a set of accounts is by using the PI’s last name. This method has 

the advantage of pulling all the accounts that are currently loaded into the Data Warehouse that match 

the PI’s last name. The disadvantage of this method is that if the PI has a common last name such as 

Smith or Johnson, it will pull all related accounts which more than likely will not be under the review of 

any single admin. If, however, the set of accounts is listed under a unique last name, then in the green 
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input section the PI last name can be entered in 2 different formats. These formats are: (PI_Last_Name -

) and (PI_Last_Name,). The first format with the last name ending with a space then a dash will pull all 

program and gift accounts associated with the PI. The second format ending with a comma will pull all 

the grant accounts linked to the PI. This will only work if the accounts have been established with the 

correct Academic Employee Work tags. If the worktag was not correctly established, then it is 

recommended that the account be manually entered as described in the first method. Note that unlike 

with the first method, saving accounts by PI last name will not result in the Account Titles populating. 

This does not mean that the information was not entered correctly, and the FT can continue to be used 

see, figure 35. 

 

Figure 35. 

If the PI’s last name is not unique, you can enter their employee id in the cell. This will get all their grant 

accounts and any local accounts where the default employee worktag has been entered correctly in 

Workday. If it hasn’t been entered correctly, you can enter the employee id on the account using the 

“Override Academic Emp” button on the individual account sheet. 

The last item to be discussed within this tab is the username at the top of the spreadsheet. This 

will always default to the user that is signed into the FT. Clicking on this cell will allow for a drop-down 

menu to be seen and alternate users selected. Once a new user is selected, click the Refresh List button 

to see an updated set of accounts. This is useful if an admin is out of the office, has left the university, or 

a student worker is assisting with generating PI reports. The accounts for each unique ID are stored 

under the user ID of the person signed into the FT that created the list. This means a user is able to view 

another user’s set of accounts without concern over deleting or altering the other user’s list, figure 36.  

 

Figure 36. 
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Your Account Group 

 Now that the Your Accounts tab has been populated with accounts and just as important, the 

account Groups, the Your Account Group drop-down menu on the Find Accounts tab can be used to pull 

multiple accounts at once. To do this, select the drop-down menu and one of the Account Groups that 

was created in the Your Accounts Tab of the FT. After a selection is made, click on the List Accounts 

button and the FT will pull all the accounts associated with the Account Group. The Hide/Show Title 

button in the Find Accounts section of the Forecasting Ribbon can also be clicked to toggle the title 

between hidden and visible to save screen space, see figure 37.  

 

Figure 37. 

Create All Sheets 

 Once all the accounts have been pulled into the FT, the account sheets can be created to begin a 

review and/or make projections. The account sheets can be created one at a time by clicking on the 

Create this Account button as previously discussed. However, the more efficient route is taken by the 

Create All Sheets button in the Find Accounts section of the Forecasting Ribbon.  

Clicking on the Create All Sheets button will create an account sheet for all accounts listed on 

the Find Account tab. Doing so will turn each account number into a blue hyperlink in series starting 

from the top of the list. The FT will not be useable while the account sheets are being created. When the 

sequence is complete, a dialog box will pop up displaying the time elapsed for creation of the accounts. 

This process usually takes under one minute for a typical set of 10 to 20 accounts but may take longer 

depending on network connection speeds and total number of listed accounts. It is advised that all 
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account sheets be created prior to a scheduled meeting with a PI to avoid waiting for the FT to create 

account sheets. Once the OK button is clicked, the FT can be used as before, see figure 38.  

 

Figure 38. 

Check Box Filters 

 The Check Box Filters to the left of the Your Account Group drop-down menu are useful for 

manipulating the accounts that appear on the Find Accounts tab as well as the data seen in the Account 

Sheets of the FT. The first 2 check boxes will filter data that’s seen on the Find Accounts tab whereas the 

last 2 check boxes will filter data that is visible on the individual account sheets, see figure 39.  

 

Figure 39. 

 If the Delete List First box is checked, it will have the effect of clearing any accounts that are 

currently shown on the Find Accounts tab every time the List Accounts button is clicked. If no changes 

are made to the selected Group, the result will be that the respective accounts will be refreshed. If 

another group is selected and the List Accounts button is clicked, then the accounts related to the new 

group will replace the accounts already in the list.  

 If the Include Your Accounts box is checked, then anything that is selected under the Your 

Account Group drop-down menu will always populate in the Find Accounts tab when the List Accounts 
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button is clicked. This is in addition to any account that may be entered in the single search fields to the 

left of the List Accounts button initially discussed in the guide. Toggling between the Delete First and the 

Include Accounts filters is useful in adding additional accounts to the Find Accounts list and will be 

discussed later.  

 If the Auto Forecast box is selected, then all the account sheets that have been created will 

contain the account forecasts that are the result of the FT pulling personnel and non-payroll information 

from the various data warehouses. For example, if a staff member is mapped to an account, the 

PeopleSoft default in Workday is to map them to the account to the end of the fiscal year repeating 

again the next fiscal year unless the position mapping is altered. Whether or not this is intended on the 

account, with The Auto Forecast filter checked, the FT will forecast the position out to the end of the 

obligated end date on an account. If the box is not checked then the FT would only display the raw 

financial data in the account, provided the Include Manual Forecast box is unchecked. 

 If the Include Manual Forecast box is checked, then the FT will include all the forecasts that the 

user has projected onto each account sheet. Toggling between the Auto Forecast and Manual Forecast 

filters is useful in helping to see how account funding is being actually utilized versus how a user may 

have projected use on an account. This can help a user identify if real world changes need to be 

implemented to see an account projection realized. That is to say that projections made using the FT 

need to be input in the various systems used to post expenses to an account such as PeopleSoft or 

Workday.  

 

Adding Accounts from the Find Accounts Tab 

 Adding accounts in the Find Accounts tab was previously discussed on a singular basis, that is 

adding one account while at the same time deleting a prior account. The FT can add and delete accounts 

from the Find Accounts tab to create a unique custom-built set of accounts by toggling the Delete List 

First and Include Your Accounts check box filters.  

 Building off the previous example, in the Create all Sheets section of the guide, a second 

Account Group can be added to an already pulled set of account by deselecting the Delete List First filter 

and then choosing another Account Group from the drop-down menu. Once the List Accounts button is 

clicked both sets of accounts will now be listed, see figure 40. 
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Figure 40. 

 Notice how the new set of accounts has populated below the previous set and are not blue 

hyperlinks because account sheets have not yet been created for them. The Create All Sheets button in 

the Ribbon can be clicked to regenerate the previous sheets as well as create the new ones. If the user 

does not wish to regenerate the previous sheets to prevent a loss of data, then each new sheet can be 

created separately using the Create this Account button in the Ribbon. Stacking PI accounts in this 

manner is useful if multiple PIs are collaborating and wish to see their project accounts all at once.  

 The created account sheets can all be deleted at any point by clicking on the Delete All Sheets 

button in the Find Accounts section of the Forecasting Ribbon. This if useful if a user wishes to start over 

with a fresh set of accounts after creating a large number of sheets. Doing so will cause any accounts on 

the Find Accounts tab that had accounts sheets created, to display #REF errors because the account 

sheets have been deleted, see figure 41. This can be resolved by checking the Delete List First box and 

then clicking on the List Accounts button to repopulate the list. 



Forecasting Tool Training Guide 

36 
TOC 

 

Figure 41. 

 The last way to add multiple accounts to the Find Accounts tab is by either populating the list 

with a group of accounts or populating the list with a single account and then deselecting both the 

Delete List First and Include your Accounts boxes. Then singular accounts can be entered in the single 

account search field and added to the overall list with the List Accounts button, see figure 42.  

 

 

Figure 42. 
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 Using this method of adding accounts will allow a user to create a custom account list that may 

only be needed at one point in time to test projections on and is not intended to be saved as a unique 

account group. This concludes the section on pulling multiple accounts in the FT.  

 

Account Analysis 

Override Status  

In the course of managing a set of PI accounts there may be instances when an account, 

especially a grant account, comes to the end of its period of performance and terminates. The FT by 

default will only list Active accounts on the Find Accounts tab. Note that the FT reads terminated status 

in Workday / ERA and displays it as Expired. To view expired accounts, the Account Status in the single 

search area of the Find Accounts Tab can be filtered using the drop down. By selecting the All value and 

clicking the List Accounts button the FT will now display expired accounts as well. Alternatively, the 

Active and Expired filter can be used to the same effect here, see figure 43. 

 

Figure 43. 

 At this point an expired account sheet can be created. The expired account sheet will have all 

the same functionality as an active account and is useful if the account is in terminated status, but it is 

anticipated that an NCE or incremental funding is forthcoming. Should this be the case, it is beneficial to 

still be able to see the account by default without needing to filter the Account status to All. This can be 

accomplished using the Override Status button on the account sheet.   

 All account sheets are set to an override status of None by default. Clicking on the Override 

Status button will toggle the override to Active and prompt a dialogue box to appear confirming that the 

override status is active, see figure 44. 
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Figure 44. 

 

 Clicking OK in the dialogue box will allow continued use of the FT. The override will continue to 

remain active until the Override Status button is clicked again or the account becomes active again in 

ERA. Doing so will change the status to None and prompt a similar dialogue box, see figure 45.  

 

 

Figure 45. 

Note that the Override Status button will only work if the account’s period of performance has 

ended and the account is in terminated status in Workday. The override cannot be preempted and so it 

is the responsibility of the user to keep track of their accounts when reviewing their portfolios.   

 

Expenses and Revenue by Month 

 Analyzing account expenses and understanding trends is a key step in understanding the status 

of an account. After an account sheet is created, the Expenses by Month button in the This Accounts 

section of the Forecasting Ribbon can be clicked to show a breakdown of monthly account expenses. 

Doing so will prompt the FT to open the Expenses By Month tab and populate it with the financial 



Forecasting Tool Training Guide 

39 
TOC 

information related to the selected account. Clicking on the account number will return the FT to the 

respective account sheet tab. 

 The financial data will be sorted by ledger account in rows and then in columns by fiscal month. 

It will also show personnel costs by month except instead of rows of ledger accounts, personnel are 

displayed by rows of individual employees. This level of detail is useful for PI’s who wish to understand 

their monthly spending trends or can be used to address sponsor questions regarding monthly burn 

rates.  

If an account existed prior to Workday, the Advantage account information will be displayed and 

indicated by the Workday note displayed on 7/1/19. The actual F&A rate is also listed. Prior to Workday, 

the F&A rate would fluctuate due to manual F&A reconciliation and over the course of multiple months 

averages out to the correct rate. Post Workday, the F&A rate is calculated automatically with each 

transaction and can be seen in the monthly expenses, see figure 46. 

 

Figure 46. 

 Less of a concern for most cost reimbursement-based accounts, but still useful, is seeing the 

Revenue by month. To see this data, return to the account sheet tab and then click on the Revenue by 

Month button in the This Account section of the Ribbon. This will prompt the FT to open the Revenue 

tab where financial information like that seen in the monthly expenses tab is displayed. This tab will also 

show the loaded account budget in addition to the monthly revenue, see figure 47. Note that the 

revenue information displayed here does not necessarily equate to the same amount of revenue that 

ASU has invoiced for. To see sponsor invoice data the user will need to cross reference Workday. 

Understanding when revenue has been deposited into an account becomes more useful for industry and 

milestone-based awards that require closer tracking of revenue to ensure that the expenses do not 

exceed the revenue.   
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Figure 47. 

View Ledger Detail  

 Returning to the topic of monthly expenses, it may be necessary to drill into a specific ledger 

account expense to determine what the costs were related to. This is especially useful if the user or PI 

questions the validity of an expense and requires additional details to determine if the expenditure was 

legitimate and appropriate for the account.   

 To view details of an expense, the user must be on the Expenses by Month tab and click on the 

cell or a range of cells that more information is desired for. Once the cell or range of cells are selected, 

the View Ledger Detail button at the top of the spread sheet must be clicked. Selecting the total expense 

values will display the details of all expenses from inception to date for that entire ledger account. 

Therefore, it is recommended that a cell be selected from the monthly expense columns to narrow a 

search, see figure 48.  
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Figure 48. 

 

 After clicking on the View Ledger Detail button, the FT will populate data in the Expense Detail 

tab for the cell that was selected. This feature is only available for expenses that have posted after the 

launch of Workday. The data that is displayed is similar to what can be seen in Workday and will contain 

line item information such as the Supplier, Operational Transaction, Journal Number, individual expense, 

etc., see figure 49.  

 

 

Figure 49. 

This can be a useful shortcut to find a specific transactional number and take it to Workday 

where additional supporting documentation can be searched for. The difference between the 

Accounting Date and Budget Date should be noted. The Accounting date is the date at which the 

expense was finally posted to the account. The Budget Date is the date that a transaction was initially 

entered in Workday. It is the Budget date that determines what indirect rates are applied to an expense.   
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Forecast vs Actual 

 At the time of the FT launch, the Forecast vs Actual feature is still in the testing phase. However, 

the premise is that this element of the FT can be applied to alert the user of discrepancies between what 

was forecasted on an account and what actually posted to an account. The FT will always display data 

that has actually posted to the account because it draws this information from the data warehouses 

with each refresh of an account.  

As a result, if a projection was not made real in either PeopleSoft or Workday, it would lead to a 

miss match of an account forecast versus actual posted expenses. The Prior Month Forecast Accuracy 

can be seen at the top of any account sheet and is divided between personnel and operations 

expenditures, see figure 50.  

 

Figure 50. 

 Observing a mismatch between Forecasts and Actuals does not necessarily mean that there is an 

issue with account projections. It may be that the user has made projections to visualize burn out 

scenarios and did not intend to implement them but saved the forecasts for later review. The Forecast 

vs Actuals feature is meant more to be a trigger for the user to analyze the account to ensure that all 

aspects of it are setup correctly.  

 To help pinpoint where discrepancies are identified, the Forecast vs Actual button in the 

Forecasts for this Account section of the Forecasting Ribbon can be clicked. This will prompt the FT to 

populate data in the Forecast vs Actual tab. There will be displayed line item details on what has been 

forecasted. At the end of each row will be two columns one for Forecasts and another for Earnings or 

Expenses depending on if forecasts included personnel or operational costs. The Earnings / Expenses are 

what has actually posted to the account. When there is a mismatch, the FT highlights the Forecast cells 

in yellow, see figure 51.   
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Figure 51. 

 Once the forecasted discrepancy is identified the user can then either correct the forecast or 

refer to the relevant ASU system, such as PeopleSoft or Workday, to ensure that data has been correctly 

input.  

 

Indirect Reconciliation 

 With the launch of Workday, indirect reconciliation has become less of an issue to be concerned 

with, but discrepancies do still arise. From any account sheet, the Reconcile Indirect button in the This 

Account section of the Forecasting Ribbon can be clicked. The FT will then load data into the F&A tab 

from the respective account. The data will be displayed like the monthly expenses tab with additional 

indirect rate information at the bottom of the spreadsheet.  

 The F&A tab will show 4 separately calculated F&A rates divided over fiscal month columns. The 

Actual F&A % is a measure of the actual indirect that were assessed on the related expenses. Post 

Workday, the rate is stabilized. The ERA Budgeted F&A Rate % is the rate that a project was budgeted at 

during the time of proposal. This rate has little bearing on the account since ASU has had the authority 

to increase the F&A rate to the current agreed upon DHHS rate. The Standard DHHS Agreement % is the 

F&A rate at which ASU was authorized to assess to all expenditures.  

Prior to FY18, older F&A rates were grandfathered in. The COEUS/Workday F&A Rate % is the 

most important rate calculation. This is the rate at which all accounts should be assessed F&A. Prior to 

FY18 ASU utilized COEUS to assess F&A, in FY19 Workday took over this procedure. The difference 

between the calculated F&A and the actual F&A should ideally be zero. Precluding that, the average 

difference should be zero or as close to zero as possible. A difference of zero means that the calculated 

and actual indirect rates reconcile, and the account is assessing F&A correctly. This can be seen at the 

bottom of the first F&A column in figure 52. 
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Figure 52. 

All the topics discussed in this section should be taken into consideration when a user in reviewing and 

advising a PI on the status of their account portfolio. This concludes the Account Analysis section.  

 

PI Reports 

Employee Summary 

 The FT has the capability of generating reports that can be delivered to principal investigators. 

These reports lack the functionality of the FT, but still display the financial projections made by the user. 

Before a PI report is made, an Employee Summary should be created. It is important to create the 

Employee summary first so that it can be incorporated into the PI report. If the Employee Summary is 

created after the PI report, then it will not show the payroll information and be blank.  

 Prior to making the Employee Summary, the user must have created a set of account sheets 

from which data for the Summary will be drawn. These sheets should have already been reviewed by 

the user and ideally comprise a complete group of accounts relating to a single PI. Then from either the 

Find Accounts Tab, or any created account sheet, the Employee Summary button in the Create Reports 

section of the Forecasting Ribbon should be clicked. The FT will then populate the All Employees tab 

with data from the account sheets and prompt a dialogue box confirming summary creation.  

The summary will show all personnel on the account sheets along with the data of which 

accounts they are mapped to and what their FTE percentage split across the next 4 semesters. Hovering 

over the red flag in the current semester will show all accounts that the employee is mapped to. This is 

useful if an employee’s FTE is split over multiple accounts. The numbers above the semester represent 

the number of workdays remaining in each semester at the time that the summary is made. This 

number updates biweekly with each new payroll. The account numbers will hyperlink back to the 
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respective account spread sheets. At any time after the summary is created the Employee Summary 

button in the secondary Go To section of the Ribbon can be pressed to return to the summary tab 

without needing to recreate the summary, see figure 53. 

 

 

Figure 53. 

 

Creating PI Reports 

 The PI Report can be created without an Employee summary, but this is not recommended as a 

best practice. The only thing required to create the PI Report is the creation of account sheets. As with 

the Employee summary, the account sheets should all ideally belong to a single PI. To create the report, 

click on the PI Report button in the Create Reports section of the Forecasting Ribbon, see figure 54.  
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Figure 54. 

  

The FT will then create a report that is independent of the FT itself and launch the 

PIReportTemplate.xlsm read only file that will be populated with data from the account sheets. A 

dialogue box will pop up to confirm that creation of the PI Report is complete. After clicking OK the 

report can be reviewed and the FT used once again, see figure 55. 

 

 

Figure 55.  

 

Summary, Account Details, Graphs, and Monthly Expenditures 

Notice on the PI Report that the Account Summary tab has information like what is seen on the 

Find Accounts tab of the FT with the addition of the PI Notes from the individual account sheet of the FT. 

These notes need to be saved in the FT prior to creating the PI Report for them to show on the PI 

Report. The summary tab will also contain the date that the report was created, the PI the report is for, 

and the PI’s email address. Note that the PI information is drawn from the first account on the summary 

list. This is another reason why it is best practice to limit the PI Report to a single PI as multiple PIs will 
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not populate this section of the report. The report will then also contain tabs for all the account sheets 

in addition to the Employee Summary, see figure 56. 

 

Figure 56. 

 Each of the individual account detail sheet tabs contains the same expenditure information as 

the FT account sheets, but they exclude the green payroll and non-payroll projection sections. The 

forecasted encumbrance totals remain along with forecasted personnel. This allows for a cleaner, more 

streamlined report for PIs to review and opens up additional area for notes to PIs. At the top of the 

report are Graph, Return, and Freeze Employee Headings buttons. The Headings button will freeze pane 

the report in a way similar to the Employee Headings button in the FT. The return button will prompt 

the PI Report to open the Account Summary tab and the graph button will be discussed next, see figure 

57.  

 

Figure 57. 
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Clicking on the graphs button will prompt the report to open the Expense Pivot Tab. This tab will 

be populated with data from the account detail sheet that the graph button was clicked on. The graph 

displays 3 separate plots that include the total budget, which is the obligated project budget to date. 

Next is the Spend Plan which is the sum of the total expenses to date plus projected expenses. Finally, 

the Cumulative Spend plot displays the total project expenses to date. All three plots are shown over 

fiscal month. Drop down filtering menus are also available to change the range of fiscal months and the 

account. Filtering by fiscal month is useful if only a short span such as a single quarter of performance 

period is desired to be analyzed.  

Below the graph is a pivot table that contains data on project expenditures by fiscal year or 

month and itemized by Object Class and Ledger Account. Clicking on the plus and minus icons will toggle 

the pivot table to expand and collapse showing variable level of detail. This is most useful for PIs 

working on projects that require granular levels of financial detail due to sponsor reporting 

requirements, see figure 58. 

 

Figure 58. 

 

Emailing / Exporting the PI Report 

 Once the PI report has been created and checked for accuracy, the final step will be to deliver it 

to the PI. This is accomplished in two primary ways. The first is by using the FT to email the report out of 

the BI Workspace, and the second is by exporting it using a virtual drive. Before either method can be 

used, the PI Report needs to be saved within the BI Workspace. Unlike the FT, the PI Report can be 

saved in the traditional sense within the virtual environment by selecting File and saving. The naming 

convention and location of the file is at this discretion of the user, it simply needs to be easily located 

within the Workspace.  
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 After saving the PI Report, the FT can email it using the Email PI Report located in the Create 

Reports section of the Forecasting Ribbon. Clicking the button will prompt the FT to launch File Explorer 

at which point the saved PI report must be located, selected, and opened, see figure 59.  

 

Figure 59. 

After clicking on the Open button, a dialog box will pop up confirming that the PI Report should 

be sent. The popup will display the to and from email addresses, a pre scripted subject line, and the file 

path of the PI Report being sent. Clicking on yes will send the report via email and prompt another 

dialog box to confirm the email has been sent, see figure 60.  

 

   

Figure 60. 

 

The subject line cannot be changed at this stage nor can a message be added to the body of the 

email. Due to this it is recommended that the user email the PI Report to themselves in order to 

uniquely identify the email to the PI. The email address on the Account Summary tab of the PI Report 
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can be manually changed to the user’s email address and then resaved. Once this is done the FT can be 

used to email the PI report again with the result being that the report is sent to the user. The FT will still 

popup a dialogue box saying that the report was emailed to the PI, but this is because it pulls that 

information from the For: cell of the PI Report, see figures 61 and 62.  

 

Figure 61. 

 

  

Figure 62.  

  

Emailing the reports from the BI Workspace can take an extended period depending on server 

health and network speeds. Often a faster method for exporting the PI Report is by saving a copy of it in 

either the Amazon WorkDocs Drive or the Dropbox(ASU) drive from within the BI Workspace. These 

drives should be setup prior to accessing the FT and already be available. Separate instructions for the 

setup of these drives will be included with this training guide. Both the WorkDocs Drive and the 

Dropbox(ASU) Drive can be located in the File Explorer as separate and independently mounted drives, 

see figure 63.   
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Figure 63. 

 

The user can save the PI Report into a folder location of their choice within these drives inside 

the BI Workspace. Once the drives synchronize with the cloud servers the PI Report will become 

available on any device that has access to the user’s respective drives outside of the BI Workspace. This 

concludes the PI Report section.  

 

Trouble Shooting 

Data Warehouse Loading 

 As discussed previously, the FT pulls data from the various data warehouses at ASU. For the FT 

to be updated with accurate information, those data warehouses also need to be up to date. The 

warehouses usually update on a set schedule, but there are times that they are delayed. To warn FT 

users of the potential for data inaccuracy due to being out of date a dialogue prompt will launch 

informing that the data warehouses are still loading, see figure 64. 
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Figure 64. 

 Upon FT startup, if the warehouses have not yet been loaded, the popup will launch 3 separate 

times and the FT will not be usable until each window is closed. When first using the Find Accounts 

feature, the popup will again launch to warn of the data warehouses loading and again when creating 

account sheets. Any time that new data is being pulled into the FT, the warning will pop up if the data 

warehouses have not been completely refreshed in more than 24 hours.  

 The warning is meant to safeguard against creating inadvertent deficits or additional expenses 

not accounted for on the account due to data being more than 24 hours old. The warning can also mean 

that data from the data warehouses has only been partially loaded. This means that looking at the 

bottom line of an account may not be 100% accurate. In practice the FT is still accurate to use for most 

project accounts even when this warning appears. Only the most active accounts and accounts nearing 

burnout require additional monitoring. This includes cross referencing the figures in the FT with the 

figures shown in Workday. If both sets of data reconcile then the FT can still be trusted as a projection 

tool. It is the responsibility of the user to ensure this is the case.    

 

Unhandled / Null Errors 

 Unhandled error occurs if the FT is being used to pull data while the data bases are being 

loaded. This typically happens if the Workday database is loaded after the start of business hours and 

the FT code is executed at the same time as the up/download. This results in a period of roughly 45 

minutes where the databases are being loaded and FT code is being executed. During this time the FT 

will not be able to populate account sheet data. As of now the only solution to this error is to wait for 

the back-ground processes to complete and then the FT will be functional again. As the data warehouse 

procedures progress this issue should be corrected, see figure 65. 

 

Figure 65. 
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Subscript Errors 

 A common error for first time FT users is the subscript error, see figure 66. This occurs when the 

FT is performing a process that requires it to find a template to load data into and cannot. The most 

likely cause of this is because the user has saved a local copy of the FT instead of using the Read Only file 

that exists in the ASU Dropbox. To correct this error the Read Only file must be used. If the user has 

entered projections into their local copy of the FT, they can be copied and pasted into the Read Only file 

or recreated there. 

 

Figure 66. 

 

 

Run-time Errors 

 There a multiple types of Run-time errors that can occur throughout the use of the FT, see figure 

67. They are often the result of prompting the FT to perform an action without having completed the 

prerequisite steps. An example of this would be attempting to create account sheets without first 

finding accounts. Whatever the type of run-time error that is encountered, ensure that all processes are 

being performed in specific order by referring to the various sections of this guide. 

 

Figure 67. 
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Account Sheet Cannot be Found 

 Account sheet errors are similar to run-time errors, see figure 68. These errors occur when the 

FT is preforming a procedure that requires a specific sheet to load data into, but the sheet either does 

not exist or the FT is not being correctly directed to it. This is typically the result of either performing FT 

processing steps out of order such as attempting to create a PI Report without first creating the account 

sheets, or attempting to copy a new employee back to an account without specifying the desired 

account first. In both cases this can be corrected by ensuring that the correct workflow processes are 

followed as described in the guide.  

 

 

Figure 68.  

 Most errors can be resolved in this way however, if a solution cannot be found in this guide then 

refer to your department senior financial admin or DL.ORG.KE.RTO.BI.Staff for assistance. This concludes 

the trouble shooting section of the guide.  

Limitations 

Cost Centers 

 At launch, the FT will not have the ability to separate accounts from their respective Cost 

Centers. This means that when a single account such as a program account is searched all cost centers 

that are tied to that program will be found and merged into one. The limitation here is if a program 

under one cost center has a $100 balance and under another cost center it has a $200 balance, then the 

FT will show that the program account has a balance of $300 without making a distinction as to which 

cost center intersection the funding exists under. Further FT enhancements are anticipated to help 

address this limitation, but for now, users are advised to take this into consideration and cross reference 

these types of situations with data in Workday.  

 

Startup Accounts  

 Certain units at ASU, such as the units within the Fulton Schools of Engineering (FSE), provide 

new faculty with research startup funding. The operational funding in these packages are loaded into 

program accounts and can be treated like any other type of program account when making projections 

within the FT. Most startup operational funds are deposited in two incremental instalments within the 

first two years of the faculty’s appointment. The FT will only show funding that is currently available in 

the program account and not the next increment of funding.  
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 To account for the next increment of funding, a user can either make a note in the startup 

account that additional funding is anticipated, or they can manually update the budget to reflect more 

funding than is currently available. The latter method is not advised as it can lead to unanticipated 

deficits that would need to be addressed at the end of each fiscal year.  

 Startup packages also typically come with personnel support. In FSE this support is not 

measured by a dollar figure, but rather by the number of supported pay periods. At launch, the FT does 

not have a way to measure pay periods used on an account. As a result, startup personnel accounts will 

typically display as being in deficit because revenue is not transferred to these accounts until the end of 

each fiscal year. Future enhancements to personnel tracking are planned for the FT to address this 

limitation.  

Until those enhancements are deployed, users are advised to track pay periods using the RA 

notes section of the account sheets. Then when sending PI Reports, users are advised to manually 

change the account summaries to reflect the correct number of used and available pay periods 

remaining, as well as inform the PI to ignore any deficits on the account detail sheets.   

 

Payroll History 

 At launch, the FT will not have the ability to review historical payroll information by pay period. 

The total payroll for any individual personnel will be accounted for, but the individual past pay periods 

are not. This information is useful when being used in sponsored progress reports to document 

personnel effort. Currently the Expenses by Month feature of the FT can show personnel expenses by 

month, but not by original pay period. There is a planned enhancement to allow for this function within 

the FT. Until then users will need to cross reference with Workday and PeopleSoft to confirm details on 

past payroll.  

 

Settings and Reference 

Start Tab 

 The Start tab was intentionally left to be discussed in the last section of this guide because the 

purpose of the Start tab in the FT is meant to be a quick reference guide for first time FT users. On the 

Start tab bullet point information is listed to assist users in understanding the general aspects of the FT. 

The Start Tab can be thought of as a supplemental guide to this one. It will also detail the current FT 

version as well as the date the version was enhanced, see figure 69.  
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Figure 69. 

Documentation Tab 

 The documentation tab is meant more for Knowledge Enterprise developers to track FT changes 

and maintain a checklist of enhancements that are planned for future versions of the FT. It is left visible 

within the FT for all users to see in order to help identify when, or if, new functionality patches have 

been deployed, see figure 70. 

 

Figure 70. 
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PI List, Lead Units, and Cost Centers 

 The FT maintains a list of PI, Lead Units, and Cost Centers to be referenced through the 

operation of the FT. These tabs can be navigated to either by scrolling along the tabs of the FT spread 

sheet or by clicking on the respective buttons in the secondary go to section of the Forecasting Ribbon. 

These tabs will not be utilized by the average user and are required only for background functions of the 

FT. However, if a user was interested in ensuring that the data in these lists was correct, they can 

reference them in these locations, see figure 71.  

 

Figure 71. 

Payroll Calendar 

 As with the previously discussed tabs, the Payroll Calendar tab is required for the FT to be able 

to populate payroll date information to allow for projections. It can be useful if a user is working on 

projections and finds it convenient to see the payroll calendar listed by row instead of column but is 

otherwise meant for background FT operations and should not be altered. It can be displayed by clicking 

on the Payroll Calendar button in the primary Go To section of the Forecasting Ribbon, see figure 72. 
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Figure 72. 

 

Options 

 The Options button in the primary Go To section of the Forecasting Ribbon will open the 

Parameters tab of the FT, see figure 73. This tab controls settings for items such as drop-down menus 

and rate information. Most of this information should not be altered unless the user is attempting to 

make projections with future rate information that is not reflected in the current options settings. If a 

user makes changes to rates such as ERE, or inflation here and clicks the save button, then all their 

future session with the FT will be calculated at the rates that were input. If the save button is not 

pressed, then the rates will only be effective until the FT is closed. Once reopened, the rates will default 

back to their presets. In practice these settings rarely need changing and doing so is not recommended 

due to the risk of making inaccurate projections.   

 



Forecasting Tool Training Guide 

59 
TOC 

 

Figure 73. 

 

Epilogue 

 The Forecasting Tool is only as reliable as the person using it. The mathematical calculations it 

performs may be accurate, but the interpretation and implementation of those calculations all fall to the 

user. The FT is not meant to be a definitive affirmation of how finances on an account will be utilized 

and cannot replace the skill and knowledge that come from a trained administrator. What the 

Forecasting Tool can contribute, and is intended for, is increased efficiency and accuracy. With practice 

the Forecasting Tool can be in integral instrument for any financial administrator at ASU.         

 


