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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 toincreased 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 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. The
purpose of this guide is to encapsulate this training for FT beginners and for those needing later reference.

Basic Navigation

Authentication
The Forecasting Tool is a Custom Web Portal maintained by KE Analytics and Web Services Teams. The
URL for the Tool is HTTPS://FT.KE.ASU.EDU. Use your ASURITE login with Duo MFA to authenticate.

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 the “Find Accounts” button, Figure 1.

s .
Forecasting Toe! Home Accounts Reports Welcome, Stephen (sashworth@ASHCONLLC.COM) (Logout)

Arizons Sexa Unkmesity

Welcome!

B Accounts ® Reports

Manage your portfolios, find accounts, edit forecast and W View you reports that have been shared with you.

Figure 1
On the Find Accounts tab, you'll see 7 entry fields that can be used to find accounts, Figure 2.

B Accounts

Find ty Portfo

Award Account Status Account Account Type Lead Unit/Fund Code  Cost Center/Hierarchy Pl Last Name

- Al ~ ~ ~

B Q. Find Accounts B Save Search

Figure 2
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Enter the known information into the relevant Field(s), and press “Find Accounts.” Account Status can be
filtered between Active, Active and Expiring, All, Activation in Progress and will be detailed later in the
guide.

The Account field is likely the primary field that will be used to look up single account information. In this
field, 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 fields will function in a similar way
as the Award field by pulling all accounts associated with the identifier that’s inputted. In this section of
the guide, we'll focus on a single account. Note: you are not able to enter a specific cost center; all cost
centers associated with the program will be returned when searching a program. You also must enter
account information as it is linked within Workday. For example, if a specific grant account is linked to
cost center CC0137 but you enter a cost center of CC1125 then the search will return no results. The same
is true if an account is entered at the same time as a Pl Last Name that does not correspond to the count.
For this reason, it is recommended that only a single search query is used at a time.

After entering an account number and clicking on the Find Accounts button, the account information will
populate in the area below the search fields, Figure 3. This will include most of the pertinent information
with additional information seen by scrolling to the left. Clicking on the Account Row will launch the
Account Detail Window. Or, if another account search is desired, the previous account entry can be
selected with the cursor and deleted. The “Clear Search” button can also be pressed to ensure all search
fields are fully deleted.

Recent  Find My Portfolio

Award Account Status Account Account Type Lead Unit/Fund Code  Cost Center/Hierarchy Pl Last Name

Active M GR41759 Al v v

[ u Q_ Find Accounts [ll B Save Search

Account Fin. Budget Expenses Encumbranc Forecast Available Beg Balance. Direct Avail

573172027 §547,584.00 §137,286.28 50,00 5000 $410297.72 5000

Figure 3

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 shown in the guide's projection sections.

Account Detail

Once you’ve clicked on the Account Row to launch the Account Detail page, the FT will pull additional
detailed information specific to that account and display a new window. When opening a single account,
the FT will automatically open the new account where you will be able to see ledger account information,
encumbrances, expenditures, forecasts, the available account balance, and general award information.

Please allow the application to load all information from the data warehouse fully before attempting to
edit any fields. A loading dial will appear in the upper left corner of the page just above the “Account
Details” title. When viewing an account sheet, think of it as having 4 separate main sections, the Award
Info Section, Ledger Account and Personnel Section, Notes Section, and Projection Section.
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From the Account Details page, 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.
To return to your original search, click on the Find tab (see arrow in figure 4). This concludes the basic
navigation section of the guide. Advanced navigation guidance will be detailed throughout the
subsequent sections of the guide.

- .
oo ™™™ Forecasting Tool Home Accounts Reports Welcome, Stephen (Logout)

& Accounts

Recent  Find My Portfolio

B Account Details

X CTmmom G CRm PR 0 B oo = o

5 months 390
Award Current m
Principal Investigator ZouJia Active None e
Account GRa1759
Title CAREER Rethink and Redesign of Analytics Databases for Machine Learning 1
CC0137: ENGR-SCAI Computer Science and Engineering
National Science Foundation (NSF) Spons jumber 2144923
Rate Agreement MTDC - Standard DHHS Agreement
Y17 Y20
6/1/2022 FeuA Base: MTDC (Research/On-Campus)
0573172027 =] Current Rate: 57.0%
573172027
PayPeiod Strt Dt srvaozs -
Add Note
B Ledger Accounts
FuARate  S70%  S70% 570% S70%  S70% S70% S70%  S70% 0% S70%  S70%  S70%  S70%  S70%  S0% ST.0%

Cal Month  Apr 2024 May 2024 Jun 2024 Jul 2024 Aug 2024 Sep 2024 Oct 2024 Nov 2024 Dec 2024 Jan 2025 Feb 2025 Mar 2025 Apr 2025 May 2025 Jun 2025 Jul 2025

FaalVear 22 22 2 s s s o5 s s s s s ks s 05 %
Ledger Account Apply Fen CEITE) Evpemses Encumbrances Forecast. Avalable FiscalMontn 0 1 2 1 2 3 & s s 7 s 9 w0 o n 1
7100 Personal senices - Facly Yes 00 875278 oo -1a7s27s o0 o 0w 0w oo o
e a0 1206980 a0 1206080 o0 o w0 om oo
Yo 00 757 000 ssers? o0 0 oo
7111 Employee Relted 4 No 1094300 seesoo a0 10377100 o0 o
7112 Employee Reated £ e 0w agsran 000 aserzn o0 o
v 00 131350 0 31350 om0 0w o om0
e a0 o303 oo 03 o0 om oo om 0w om o oo om oo oo om om  om oo om
7160 Grant Stres an Wsges Ve s o000 a0 20806700
7199 Grant Employee Reated Expenses e soseam 000 a0 sasesc

Figure 4

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, Figure 5.

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 are highlighted in Figure 5. This
data considers all expenses, encumbrances (except reserves), forecasts, and budget on the account 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.
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B Account Details

Award
orincipal investigator:

Account:

Tte:

Cost Center

8 Ledger Accounts

Ledger Account
7100 Personal Services - Faculty
7103 Personal Semices - RA/TA

7104 Personal Service

tugent

7111 Employee Related Expenses - Graduate Tuition Benefit  No

7112 Employes Related Expenses - Faculty
7115 Employes Related Expenses - RATTA
7116 Employes Related Expenses - Stugent
7190 Grant Saaries ana Wages

7182 Grant Employes Reited Bxpenses
7200 Sevices

7222 Travel - Out-of-State

7223 Travel - International

Direct costs without FaA appiied

Direct costs with F&A applied

7520 Faciities & Administrative Costs

Total

Figure 5

AWD00037238 Fiscal Vear: Current
Zoutia Active
GR41759 Account Nickname:

CAREER Rethink and Redesign of Analytics Databases for Machine Learning Model Serving
CCO137: ENGR-SCAI Computer Science and Engineering

National Science Foundation (NSF)

6/1/2022
053172027 ®

5/312027

411204

FRARate

Cal Month

Fcver e ma  we wms  we
appiyFan Expenses Encumbrances Forecat Avaiable FscalMontn 0 11 1 2
v o0 1573278 000 -ta75278
e 00 1200950 000 120680 w o om o0
v 000 4558757 000 55757
10943600 56500 000 10377100 w o om om0
* 0o 000 agsrar oo s
v o 131350 020 11330
- 0o 03 w0 w03 w o om o
s wsomm o 000 20808700
e nsmm o o0 08800
e o0 000 w0 000 500000
e s o 00 000 750000
e w000 w0 000 o000
10343600 566500 w0 00 1037100 w0 0w 000 o0 oo
g mses o oo 1sasers e om0 o
o 1smomor mrseos 0% 00y 11188 w0 oo 000 oo
smsean 13725628 s oo atoasrm w0 oo 00 o oo
Asiraan  sTow

Avallabie to spend (Ifin F&A applied categories): 261,336.13

ossibie availabie due to indirect rate reconcation 005

Ledger Account Projections
All projections are made at the ledger account level. To make non-payroll projections in the FT, the blue
fields 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.

@ Forecast Accuracy

2025

3
000
000
000
000
)
000
000

000
000

o ST0R sT0%

2025
4

000
000
000
000
)
000
000

000
000

2025

s70% 0%
Sep 2024 Oct2024 Nov202¢ Dec2024 Jan 2025
2025

8 bocrcty onin | & tanos

2025

000
000

000
000

m

None

2144923

MTDC - Standard DHHS Agy

Fr20

MTDC (Research/On-Campus)

57.0%

SToR S0 STOR ST

e S0

7.0

2025 Apr2025 May2025 Jun 2025 Jul 2025 Aug 2025 Sep

000
000

205

0
000
000
000
000
000
000
000

2025

2025

2026

000

000
000
000

2026

To make a projection, find the field 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 field and entered, the text will
turn blue indicating that a change has been made and registered. The non-payroll projection will
automatically calculate and be accounted for in the Forecast Column and the Available Funding fields,

Figure 6.
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B Ledger Accounts
F&A Rate 57.0%  57.0%  57.0% 57.0%  570%  57.0%  57.0%  57.0%  57.0%  57.0%

Cal Month  Apr 2024 May 2024 Jun 2024 Jul 2024 Aug 2024 Sep 2024 Oct 2024 Nov 2024 Dec 2024 Jan 2025

Fiscal Year 2024 2024 2024 2025 2025 2025 2025 2025 2025 2025
Ledger Account Apply F&A Expenses Encumbrances Forecast Available Fiscal Month 10 1 12 1 2 3 4 5 6 7
7100 Personal Services - Faculty Yes 0.00 1875278 0.00 -1873278 0.00 0.00 000 0.00 0.00 0.00 0.00 0.00 000 000
7103 Personal Services - RA/TA Yes 000 12,088.80 0.00 -12,069.80 000 000 000 000 0.00 000 000 oo 000 000
7104 Personal Services - Student Yes 0.00 4598757 0.00 -45987.57 0.00 0.00 000 0.00 0.00 0.00 0.00 0.00 000 000
7111 Employee Relsted Expenses - Graduate Tuition Benefit Mo 10943600  5665.00 0.00 103771.00 000 L1 000 000 0.00 000 000 oo 0.00 000
7112 Employee Related Expenses - Faculty Yes 200 488121 200 485121 0.00 0.00 000 0.00 0.00 0.00 0.00 0.00 000 000
7115 Employee Related Expenses - RA/TA Yes 00 131350 000 -131350 0.00 000 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000
7116 Employee Related Expenses - Student ‘fes 0.00 83038 0.00 -830.38 000 0.00 0.00 00 a.00 0.00 0.00 000 0.00 0.00
7190 Grant Salaries and Wages Yes 208,067.00 0.00 0.00 208,087.00
7199 Grant Employee Related Expenses Vs 30,988.00 0.00 0.00 3098800
7200 Services ‘fes 15,000.00 0.00 000 480000 10,400.00 4.6004°
7222 Travel - Out-of-State Yes 7,500.00 0.00 000 150000 600000 f L f b as00d
7223 Trave! - Intemationa Yes 17,500.00 0.00 000 230000 1520000 ¢ i ¢ i ¢ . . i \E]
Direct costs without F&A applied 10943600  5685.00 0.00 0.00 103,771.00 0.00 0.00 .00 0.00 0.00 000 0.00 0.00 0.00 0.00
Direct costs with F&A applied 27907500 83835.24 Q.00 §400.00 18683976 4,600.00 0.00 .00 000 1,500.00 000 0.00 000 230000 0.00
7520 Facilities & Administrative Costs No 159,073.00 47,786.04 000 4788.00 10649596 2,622.00 0.00 000 000 85500 0.00 0.00 000 1311.00 0.00
Total 547,584.00 137.286.28 .00 13788.00 397,109.72 7,222.00 0.00 000 000 235500 0.00 0.00 0.00 3611.00 0.00

Actuzl FA % 57.0%
Available to spend (f in F&A applied categories): 252,936.13

Possible available due to indirect rate reconcilation: 0.05

Figure 6

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 Budget button. Clicking the Budget button will launch a popup window, Figure 7.
Click on the button labeled Select ledger account to add a dropdown list of all expense ledger accounts.
Once the desired ledger account is found, click it to populate the ledger line into the budget. Before you
can save the ledger, a value must be entered into the current fiscal year. If you do not wish to alter the
budget, then enter a value of zero and then press the Save button in the window. The ledger account will
be added to the account budget and projections can be made on that line, as previously described.

& Maintain Forecasted Budgets

ntal Change ta Budgets by Fiscal Year Totsl Budget sfter changs
Current

2024 2028 2023 | 2024 2025 | 2026 | 2007 Tost
10943600

20808700 20808700
3058800

15.000.00

7,500.00

17.500.00

15907380 159,072.00

000 090 54758490 000 000 .90 D00 54758400

e [ oot 500

Figure 7
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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 changeovers when ASU’s rates tend to change as well.

To change the end date in the FT, type the new end date in MM/DD/YYYY format in the blue end date field
at the top left of the account sheet or use the calendar to find the date, Figure 8. After pressing enter, the
month columns will extend out to the right of the spread sheet to accommodate the added time frame.
Projections can now be entered for the future dates as previously described.

Award AWD00037238 Fi
Principal Investigator: Zou,Jia By
Account: GR41759 Al
Title: CAREER Rethink and Redesign of Analytics Database
Cost Center: CC0137: ENGR-SCAI Computer Science and Engineer
Sponser: Mational Science Foundation (N5F)
Prime Sponsorn
Account Start Date: 6/1/2022
Account End Date: [E/s31/2027 & 37
Final End Date: [ 37
May 2027 ~ T
Pay Period Start Date: 8z
Su Mo Tu We Th T Sa
28 1
2 4 5 8 7 B
B Ledger Accounts g 10 1 12 13 14 15
18 17 18 18 0 21
23 24 25 26 28 29
30 1
Ledger Account Cle= Tosay ases Encumbrances
7100 Personal Services - Faculty Yes 0.00 1875278

Figure 8

Saving and Deleting Projections

The FT saves projections to a KE database to allow users to retrieve the forecasts later. Any user can save
a projection to any account, so it is important to only save forecasts on accounts that are the responsibility
of the user to monitor.

To clear projections, click on the Reset button, Figure 9. Doing so will clear all the projections that were
entered for the account. This function will only work if the projection has not been saved. Think of the
reset button to clear entries that were for the purposes of testing various expense scenarios and not for
storing long term projections for later review.
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& Accounts
Recent Find My Portfolio
© ety ] 8 vy am B
David Alonzo

Fiscal Year: Current Time Period ITD
Account Status: Active Overrids: None P——
Account Nickname:

of Analytics Databases for Machine Learning Model Serving

Figure 9

To save a series of projections, click on the Save button in the Forecasts, Figure 10. 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. Once
saved, the reset button is no longer available.

& Accounts
Recent Find My Portfolio
© rorcs e ] oo v B
David Ale
Fiscal Year: Current Time Period 1D .
Account Status: Active Cverride None
Account Nickname
1d Redesign of Analytics Databases for Machine Learning Model Serving
Figure 10

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 Pl or the RA. In the
upper right section of the FT there is a text box with two tabs labeled Pl and RA, Figure 11. Comments can
be written into the text box and saved for later review by clicking on the tab you want to add the comment,
then enter the comment, then click the Add Notes button.

[ Notes Bl RA

David Alonzo 5 months sgo

Tres Jolie Benton 8 months aga

Add Note

Figure 11

Having 2 different tabs allows the user to input a note that the Pl will be able to see when a PI report is
generated for them. The Pl report will be discussed later in the guide. The RA Notes tab is intended to be
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reserved for information that only the RA would find useful, such as a reminder to redistribute funds,
check on account revenue, etc. Only the Add Notes Button will save the notes, clicking on the Save
Forecasts button will not. Notes can either be entered individually creating a history of notes or a single
note can be edited and continually updated to limit clutter and confusion. Either method will result in an
updated user and time stamp showing who last updated the note.

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 dollar
forecasts and the blue FTE projection section, this means that there are currently no projections
forecasted for the employee, Figure 12.

& Employees

2
Semester  Sping  Spring  Sprng  Sm2  Sum2  Sum2

e — IndirectRate  570%  ST0%  STO%  STO% 0% S0%

A sum Pay
Employee Emplld  Position Red Title Pay Rate Pay Rate Earnings Type Forecast Forecast Forecast  Status Group FTE  Workdays 10 10 10 10 10 10 0 1w 10 10 10 10 10 10 10 10 10

00

i Mahichar

0 1508900 Stucert

2+ Add Employees

Figure 12

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’ PeopleSoft position FTE (i.e. a 50%
GRA or 75% Staff), but as the percentage 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 blue FTE projection section.
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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. The personnel Staff Type 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 and will update the total available balance and the forecasted dollar amounts in the
FT, Figure 13. NOTE: Throughout the FT any font that is in blue represents a manual forecast that has been
made by a user. It does not necessarily mean that the projection is what is active in either PeopleSoft or
Workday. Real system projections will always be represented by black font and is a good way to quickly
check if a projection is user or system created. This is most apparent in personnel projections, but is true
throughout the FT.

StartDate  4/1/2(
Cal Month  Apr 2

Fiscal Year 2024
Fiscal Month 10 mn n n 2 12 1 1 2 2 3
Semester Spring Spring Spring Sum2 Sum2 Sum2 Sum1 Sum1 Sum1 Fall Fall
A Sum Staff Earnings ERE Tuition Rem Pay Indirect Rate 57.0% 57.0% 57.0% 57.0% 57.0% 57.0% 5 57.0% 57.0% 57.0% 57.0%
Employee Emplid Position Red Title Pay Rate Pay Rate Eamnings Type Forecast Forecast Forecast Status Group FTE ~ Workdays 10 10 10 0 10 10 10 10 10 10 10
Zou Jia 0 Assistant Professor ty 246170 667.12 000 A ACD 1 40.0%’
Zou Jia 1 SUM/WTR Faculty Research 0 0.00 00 W FSW
Dwarampudi,Mahidhar Redd 1 Grad Research Assistant 0 0.00 GRD o
Hari AmbrishRajan 0 Grad Ressarch Assistant 54688 54698 54688 RA/TA o 0.00 GRD | da
LinQi 0 Grad Research Associate 1,100.00 1,100.00 6,600.00 RA/TA 0 0.00 GRD 0sc
Crabtree Evan 0 Student Worker IV 600.00 600.00 420000 Student 300.00 480 STU 038 0.0% 20.0% 0.0% 20.0%° 0.0% 0.0%’ 0.0%’ 0.0% 0.0%' 0.0% 0.0%
Hari Ambrish Rajan 2 ce Assistant 109395 29857 Student 0 0.00 GRD 05
Un Qi 1 Grad Service Assistant 900.00 0 540000 Student 72000 1175 000 T GRD 05 i 200% 50.0%
Masood,Saif 0 Grad Service Assistant 2/000.00 2,000.00 12,000.00 Student O 0.00 000 T GRD
Shama Ankita 2 Grad Service Assistant 167640 1,67640 15,089.00 Student o 0.00 000 A GRD 05 0% 0% 0.0% 000" 0.0% 0.0% oo%' | 0.0% 0.0% 0.0% 0.0%
Figure 13

Calculating Payroll Projections
Payroll Projections are calculated in real-time by changing the percentage allocation on each respective
employee row, Figure 14.
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Ledger Account
7100 Personal Services - Faculty
7103 Personal Services - RA/TA

7104 Personal Services - Stucent

7111 Employee Related Expenses - Graduate Tuition Benefit

7112 Employes Related Expenses - Faculty

7115 Employee Related Expenses - RA/TA

7116 Employee Related Expenses -
7190 Grant Salaries ang Wages
7199 Grant Employee Related Expenses
7200 Services

7222 Travel - Out-of-State

7223 Travel - International

Direct costs without F&a applied
Direct costs with F&A applied
7520 Faciities & Administrative Costs

Total

& Employees

Employee Empll
Zoulia 1216004302
Zoujia 1218004302
DwarampudiMahidhar Recgy 1222316279
Hari Ambrisn Rajan 1219443511
LnQi 1228399920
Crairee Even 1218386923
Hari Ambrish Rajan 1213443311
LnQi 1229599920
Masooa Saif 1225248414
Shamz Ankits 1217375432

Figure 14

dent

Apply F&A Expenses Encumbrances Forecast Awailable

Yes o.00 0.00 -1875278

s 000 1206250 000 1206350

s 000 4555757 2514 4601271

No 10943600  5,665.00 Q.00 103771.00

s 00 4gEizt 0o 4gs12t

s 00 131350 000 131330

Yes o.00 83038 041 -83079

s ws0ET0 000 000 20808700

s sz 0m 000 3088800

Yes 15,000.00 .00 0.00 0.00 1500000

s 750000 000 om 000 750000

s 1750000 000 om 000 1750000

10243600 566500 om 000 10377100

27807500 5383524 oo 2555 18321421

No. 15807300 4775604 oo 1436 11127240

547,584.00 137,286.28 .00 4011 41025761

Actual F8A % 57.0%
Available to spend (if in F&A applied categories): 261.310.58
Rossible availsbie due to indirect rate reconciation: 005
A sum
Position Red Titie Pay Rate Pay Rate Eamings Type  Fore

204185 0 Assistant Professor 615425 683806 597500 Feculy 00D
8335 1 SUM/WIR Facuty Resesrcn 575000 638889 1277776 Facuty 000
276423 1 Grad Research Assistant 54698 54698 492282 RA/TA .00
6016 O GroGResearchAssistort 54695 54695 54638 RATA 000
/702 O GragResearch Assocate 110000 110000 660000 RATA 000
280580 0 Student Worker IV 60000 ©00.00 420000 Student .00
27722 2 Grad Service Assistant 109395 109385 929857 Student 2.00
/T 1 Grad Service Assstant 90000 90000 540000 Stucent 000
2263 0 GradSenice Assstnt 200000 200000 1200000 Stucent 000
248367 2 Grad Service Assistant 167640 167640 15,089.00 Stugent 2514

Add Employees

Adding Employees

To add an employee to an Account, click on the Add Employee

Figure 15

Fiscal Month

& employees
aY

Employee Emplld  Position Red Title Pay Rate
Zoulia 1218004502 204183 0 Assistant Professor 615425
Zoulia 1218004502 248335 1 SUM/WTR Faculty Research  5,750.00
DwarampudiMehidher Reddy 1222318279 276423 1 Grad Research Assistant 54685
Hari Ambrish, Rajan 1219443511 266018 O Grag Research Assistant 546.98
LnQi 1229899920 267102 0 Grad Research Associate  1,100.00
Crabtree, Evan 1218386923 280580 O Student Worker IV 500,00
Hari Amlarish Rajan 1219443511 277282 2 Grad Service Asistant 108395
LinQi 1229899920 267100 1 Grad Service Assistant 200,00
MasoodSaif 12253 282635 O Grad Service Assistant 2,000.00
Sharma, Ankita 1217375432 Grad Service Assistant 167640

state

Sum
Pay Rate

6,538.06
6,388.69
54698
54695
1,100.00
600.00
109385
900.00
2,000.00

167640

Add Employees

000
000
000

0.00

000
000

000

Start Date

Cal Month

Fiscal Year

Fiscal Month

Semester

Indirect Rate

Pay
s Group

a1

STU 03
GRD 03
GRD 03
GRD 1

GRD 03

Workdays

4/15/2024 428,

12 1 2 3 4
000 00 000 0%0 00
000 L) 000 o000 0
a3 L) 000 EES 23
000 00 000 0%0 00
000 L) 000 o000 0
000 L) 000 o000 0
[1H] 00 000 014 pen
000 000 000 000 000
851 000 000 852 852
488 000 000 e 436

13.37 000 0.00 1337 1337

button,

Staff  Eamnings ERE  Tuition Rem
Eamings Type Forecast Forecast Forecast
Faculty 002 000 000
Faculty 003 000 000
492252 RATTA 003 000 000
54698 RA/TA 0.00 0.00 0.00
6,600.00 RA/TA 0.00 0.00 0.00
4,20000 Student 0.00 0.00 0.00
928657 Student 003 008 000
540000 Student 003 008 000
1200000 Student 000 0.00 000
1508900 Student 2504 041 000
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Doing so will open a new search window, Figure 16.
&+ Add Employees X

Add employees to the account below:

AY Bi-Weekly Pay Sum Bi-Weekly Emp Pay
Employee Emplid Position Empl Red Title Rate Pay Rate Staff Type FTE Status Group
v WA v A v @
Find Existing Employee:
Employee Emplid-Position-Red Title AY Bi-Weekly Pay Rate Sum Bi-Weekly Pay Rate Staff Type FTE Emp Status Pay Group Department

Figure 16

You are able to search for an existing employee by typing the [last name, first name] in the Find Existing
Employee text box, Figure 17. To add the row for the employee, click the +lcon on the right of the desired
row. This will move the employee to the top list to be added to the account. You can select multiple
employees to add at one time.

To add an employee that is not a current employee, under the Employee column, type in anything such as
TBD GRA. For the other fields, TBD may be entered if the actual information is not known. The Bi-weekly
pay rate and the Summer Bi-weekly pay rate should be entered at the best estimated rate. If these fields
are left blank, then no payroll calculation can occur because the FT reads the values in these fields 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 field to make the correct calculations. Note that even if the summer pay rate does not change from
the AY pay rate, both fields need to have a value input 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 field we see FTE, Employee Status, and Pay Group.
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 field 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 GRA. Once all
employee(s) have been selected, click Add Employees to Account.

Edits can be made to current employees as well by clicking on the edit icon after adding them to the top
row of the Add Employees section. This can be useful in cases where the same person will be on an
account, but a pay rate or FTE change needs to be projected. If this needs to be done, then a unique
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Position or Record number should be entered to distinguish the edited employee from the actual
employee in the FT.

&+ Add Employees X
Add employees to the account below: Add Employees To Account
AY Bi-Weekly Sum Bi-Weekly Emp Pay
Employee Emplid Position Empl Red Title Pay Rate Pay Rate Staff Type FTE Status Group
Johnson Jayson € 1203413065 226408 0 :Zta:rf:“t“rd‘ 360000 360000 Sf 100 A AL ZaT]
v 100 A v S8 v ]
Find Existing Employee: johnson Q Find Employee
Employee Emplid-Position-Red Title AY Bi-Weekly Pay Rate  Sum Bi-Weekly Pay Rate Staff Type FTE Emp Status Pay Group Department &
Johnson Jared 1217105565 -280217-1  Grad Research Assistant 122930 122830 RA/TA 030 A GRD M1322020 2+
Johnson Jarrett Austin 1000786845 -292453-0  Research Advancement Admin Sr 2653.85 2653.85 Staff 100 A SAL B1707 2+
Johnson,Jason R 1000182763 -110995-0  Library Information Spec Sr 183372 1,833.72  Staff 100 A HRY G0206 2+ .
Johnson Jennifer Anne 1219340733 -249174-0  Student Worker IV 507.00 507.00 Student 038 A 5TU B1735 2
Johnson,Jennifer Lynne 1221132991 -296223-1  Student Worker IV 338.00 338.00 Student 025 A STU Bi1746 :*
Johnson Jeremiah Matthias 1219213177 -261700-0  Student Worker Il 604.80 604.80 Student 030 A 5TU D0361114 2+

Figure 17

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 start date fields. Doing this will cause the percentage to bold indicating a change has
been made.

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 an account. A non-payroll redistribution can be projected by entering a negative
value in the blue projection area to the right of the respective ledger accounts.

When making a non-payroll redistribution projection, the Fiscal Month and Year column needs 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.

To project a non-payroll redistribution with an F&A rate that is not equal to the current rate, first update
the rate that is listed in the Current Rate field. Once this is done you can enter a negative value in the blue
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cells under the ledger account of costs you plan to transfer off the account, Figure 18. Do not save your
projection at this stage since this will result in the F&A rate being saved as well. Instead, just use this as a
way to calculate how much you would need to remove from an account to reach a desired total balance.

B Ledger Accounts

F&A Rate 26.0% 26.0%
Cal Month May 2024 Jun 2024
Fiscal Year 2024 2024
Ledger Account Apply F&A Expenses Encumbrances Forecast Available Fiscal Month 1 12
7100 Personal Services - Faculty Yes 143,281.00 178,290.50 -3,000.00 -32,009.50 -1,500.00 -1,500.00
7101 Personal Services - Staff Yes 0.00 0.00 0.00 0.00 0.00 0.00
7105 Personal Services - Other Yes 0.00 17,148.86 0.00 -17,148.86
7110 Employee Related Expenses - Actuals  Yes 49,222.00 0.00 0.00  49222.00
7112 Employee Related Expenses - Faculty  Yes 0.00 50,160.72 -813.00 -49,347.72 -406.50 -406.50
7113 Employee Related Expenses - Staff Yes 000 280635 000 -2,806.35 0.00 0.00
7190 Grant Salaries and Wages Yes 230,308.00 0.00 0.00 230,308.00
7199 Grant Employee Related Expenses Yes 69,100.00 0.00 0.00  69,100.00
7200 Services Yes 101,300.00 56,254.75 0.08, -5000.00 5004525 E -5,(]!3(!.0!33
7202 Materials and Supplies Yes 11,941.00 200.47 0.00 -2,000.00 13,740.53 -2,000.001
7207 Miscellaneous Expenses Yes 0.00 1467.10 0.00 0.00  -1.467.10
7220 Travel Yes 10,000.00 0.00 0.00 0.00  10,000.00
7221 Travel - In-State Yes 0.00 420.45 0.00 0.00 -420.45
7222 Travel - Qut-of-State Yes 10,500.00  9,861.93 0.00 0.00 638.07
Direct costs without F&A applied 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Direct costs with F&A applied 625,652.00 316,611.13 0.00 -10,813.00 319,853.87 -3,906.50 -6,906.50
7520 Facilities & Administrative Costs No 162,672.00 82,318.95 0.00 -281138 83,164.43 -1,015.69 -1,795.69
Total 788,324.00 398,930.08 0.00 -13,624.38 403,018.30 -4,922.19 -8,702.19

Actual F&A % 26.0%

Available to spend (if in F&A applied categories): 319,855.79
Figure 18

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
F&A rates. To project a payroll redistribution, input a negative FTE percentage over the pay periods desired
to be redistributed, Figure 19.

Take note that the FT color codes the academic semesters such that Spring is green, Summer is pink, and
Fall is 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
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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. Once the
redistributed payroll has been calculated, the earnings Forecast will update.

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.

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.
19202122

Direct costs without F&A applied 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Direct costs with F&A applied 625,652.00 316,611.13 0.00 -3,813.00 312,853.87 -1,906.50 -1,906.50 0.00 0.00 0.00
7520 Facilities & Administrative Costs No 162,672.00 82,318.95 000 -991.38 81,34443 -495.69 -495.69 0.00 0.00 0.00
Total 788,324.00 398,930.08 0.00 -4,804.38 394,198.30 -2,402.19 -2,402.19 0.00 0.00 0.00

Actual F&A % 26.0%

Available to spend (if in F&A applied categoried): 312,855.79

Possible available due to indirect rate reconcilatior 006
& Employees
StartDate  5/13/2024 5/27/2024 6/10/2024 6/24/2024 7/8/2024 7/22/2024 8/5/2024 &
CalMonth  May2024 Jun2024 Jun2024 Jul2024 Jul2024 Aug 2024 Aug 2024
Fiscal Year 2024 2024 2024 2025 2025 2005 2025
Fiscal Month n 2 2 1 1 2 2
Sum2  Sum2  Sum2  Suml  Suml  Sumi Fall
o em Staff Earnings E T RTED Pay tRate  260%  260%  260%  260% 260%  260%  260%
Employee Emplid  Position Red Title Pay Rate Pay Rate Earnings Type Forecastpforecast Forecast  Status Group FTE Workda 10 10 10 10 10 10 10
Clark,Pamela M 1000030887 248989 0 SUM/WTR Faculty Research 135000 1,50000 3,000.00 Faculty -3,000.00 -813.00 000 T FSW 05 -1000%  -100.0%
Dyer,Penelope Ann 1207056483 248991 1 SUM/WTR Faculty Research 135000 1,50000 7,280.00 Faculty ~ 000  0.00 000 T FSW 05
Ganesh Tirupalavanam 1000229535 184403 1 SUM/WTR Faculty Research 6,175.00 6:861.11 7610640 Faculty ~ 000 000 000 W FSW 1
Harris Pamela Joy 1000811961 237549 2 SUM/WTR Faculty Research 425084 472316 2636470 Faculty ~ 0.00  0.00 000 T FSW 1
Harris Pamela Joy 1000811961 237904 3 SUM/WTR Faculty Research 192542 213936 8017.00 Faculty ~ 000  0.00 000 T FSW 05
Kurz,Terri L 1000634740 271846 2 SUM/WTR Faculty Research ~ 45000 50000 52,346.90 Faculty 000  0.00 000 T FSW 011
KurzTerri L 1000634740 271857 4 SUM/WTR Faculty Research 260343 289270 1446350 Faculty ~ 000  0.00 000 W FSW 031
Oakes Katherine Danielle 1207091219 223969 1 Recruiter 134615 134615 7,86086 Staff 000 000 000 T SAL 1

Figure 23

Account Analysis

Expenses By Month

Analyzing account expenses and understanding trends is a key step in understanding the status of an
account. The Expenses By Month button can be clicked to show a breakdown of monthly account
expenses. Doing so will prompt the FT to open the Expenses By Month window and populate it with the
financial information related to the selected account, Figure 20.
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Apply Fak All Yesrs Fiscal Month

238076 T88.20 691 6152 2557 160 101822 23374 16800

Actual F&A % 38083% 000%  0.00% B50% Bs1% as7 .00% Ls0% 0.00%

/ Fizcal Year
tmployee Emglid Pasition fed Allvesrs Fiscal Manth

17

Figure 20

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.

To see payroll for an account, click on the Earnings button. Figure 21 shows an example of the data that
will be returned.

[ Earnings X

Emplld Pasition  EmplBed  Employee Pay End Bate Financial Fiscal Year Financial Fizcal Month PeapleSoft Fiscal Month Eam¢D  PayGroup  Earmings

elplele g
B|B|6(B|B|6

42750 o | 1144310 fworiain]

Figure 21

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 Pl questions
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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 window and click on the blue
expense amount that more information is desired. 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 dollar value be selected from the monthly expense columns to narrow a search, Figure 22.

B Expenses By Month X

Ledger Account Apply FEA Al Years Fiscal Month 1 E} 4

12634819

a0 000 000 000 000
Direct costs with FAA applied 25000000 2384803 50,686 95 126,34519 4911682
Total 250,000.00 2384803 50,686.96 126,348.19 49,116.82

Actual F&A % 0.00% 0.00% 0.00% 0.00% 0.00%

Employee Emplid Pasition Red Title Al Years Fiscal Month '| 3

Figure 22

After clicking on the blue hyperlink, the FT will populate data in the Expense By Month for the dollar value
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., Figure 23.

8 Expenses By Month - Detail X

Ledger Account Spend Category Sttus  Expenses  AccountingDate  BudgetDate  Supplier Line Memo ‘Operational Transaction Journal Number

7200 Services 500425 Mamagement ard Posted 1335757 20230301 20230731 Dige

Long COVID Research - Digrity Mission Suppert SOT00000296

7200 Services SC0425 Management and Pusted 3732039 20230901 20230630 Dign

h  Long COMD Rescarch - Dignity Mission Support SOTO00RO296

Figure 23

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.

Forecast vs Actual
The Forecast vs Actual section of the FT can be used to alert on discrepancies between what was
forecasted on an account and what has been posted to an account. The FT will always display data that
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has been posted to the account because it draws this information from the data warehouses with each
refresh.

As a result, if a projection was not made real in either PeopleSoft or Workday, it would lead to a mismatch
of an account forecast versus actual posted expenses. The Prior Month Forecast Accuracy can be seen at
the top of any account sheet, Figure 24.

@ Forecast Accuracy %

Prior 3 pay Periods Forecast Accuracy

Pay Period 5tart Date  Forecast Actual Difference

4/15/2024 5521 5634  -113 (-2.05%)
4/1/2024 8226 4950 3,279 (39.84%)
3/18/2024 43845 4739 106 (2.18%)

[ Forecast vs Actual

Figure 24

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 is helpful. This will
prompt the FT to populate data in the Forecast vs Actual data. 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 include personnel or operational costs. The Earnings /
Expenses are what has actually posted to the account, Figure 25.

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.
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£ Forecast vs. Actual X

Academic Year Py SummerPay  Fiscal  Fiscal Pay Periad Start  Pay Period End Farccasted Funding Includes
Emplayes Emplid-Position-Red  Title Rate Rato Yaar Manth Semaster Date Date Workday: % Forecast Eamings Redistribution

Figure 25

My Portfolio

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 support principal investigators with multiple accounts
and wish to review all their resources. The “My Portfolio” tab of the FT is used for this purpose.

A portfolio is a way to pull all accounts associated with one or more Pls with a single search. A portfolio
can also be customized to bring in specific accounts that you enter into the portfolio by adding the specific
account numbers manually. This allows you to have a portfolio that brings in any combination of accounts
that can be used to create a report. More on reports later.

To get started, click on the “Add to Portfolio” Button, Figure 26

Knowledge Enterprise.

=1 Povo Forecasting Tool Home Accounts Reports Welcome, Stephen (sashworth@ASHCONLLC.COM) (Logout)
Artzona Stata Unhroclty
El Accounts
Recent Find My Portfolio
Pl Portfolio $4  Select From Other Portfolios.. v 8 Add to Porfolio
Name Criteria Date Created  Actions
Nikkhah b vmonna: ) 5/6/2024 3:48:48 PM QW k

Saved Searches

There are no records to display

Figure 26

A new window will open with a search field for Pls and an entry field for Accounts. Give the Portfolio a
easily identifiable name such as [Pl LastName, Pl First Name], then search for the desired PI by entering
the Pls Last Name,First Name , ASU ID or email address, in the Find Pl textbox, Figure 27. When you see
the Pl you want to add to the Portfolio, click the + sign on the left of the Employee ID. You can add
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additional accounts to that portfolio by entering the account number in the Selected Accounts textbox
and then clicking the + sign. As you add accounts and Pl’s, they will appear in the top portion of the
window.

& Add To Portfolio X

Portfolio Name Training Portfolio

Selected Pls: Selected Accounts: Add Account...
Select a Pl below Add Account above
Find PI: woodbury Q, Find PI
Empl Id First Last User Id Email Full Name Academic E... Feference Id
Woodbury. Woodbury -
aF 1000423403 Meal Woodbury lzszrweb MWoodbury@asu.edu :‘:e a Ic':.-'-.":I:Je' ::.’?33 1L E01879
A+ 1001480911 Aliciz Woodbury awoodbur Woodbury @azu.edu
&+ 1207193997 Brittamy Woodbury blwoodbu odbury@asu.edu
&+ 1200080349 Brooks Woodbury bwoodbu odbury@asu.edu
& 1219800812 Lily Woodbury Idwoodbu dwoodbu@asu.edu
R = 10w of 5
L
Figure 27

When finished adding Accounts and PIs, click Add to Portfolio at the bottom right of the window. You
will now see your new portfolio in the Pl Portfolio list. To view the details, click on the Magnifying Glass.
To edit the included Accounts and PI’s, click the edit button. To Delete, click the recycle bin. To create a
Pl Report, click the last Icon at the far right of the row, Figure 28.

Knowledge Enterprise . . .
Development Forecastlng Tool Home Accounts Reports Welcome, Jayson (jcjohn27@asurite.asu.edu) (Logout)

Arlzona State Unlversity

B Accounts

Recent Find My Portfolio

Pl Portfolio §  Select From Other Portfolios... v & Add to Porfolio

Name Criteria WA(HOM
s104 0007110 0 Q& @ B

Runger, George

Liu, Huan 520202413435 Q & W D

Rows per page: 10 ¥  1-20f2
Saved Searches
There are no records to display
Figure 28

You can also view anyone else’s portfolio list by clicking on the dropdown button next to the Add
Portfolio button. There you will see all active users and can scroll through them to select their portfolio,
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Figure 29. This is useful if someone is covering for an administrator who is out of office and only briefly
wants to review another’s accounts. You can return to your portfolio view by clicking the drop-down

option again and choosing the Select From Other Portfolios option.

Knomedge Enterprise
BSU Goeoien™™

i St Unimrity

& Accounts

Recent

Pl Portfolio

Name

MeDaniel Sum;

McDaniel Sum,

b20

Redkar

Ameri

Seetharaman

Dong, X

Ma. Chao

Find

ey

ED)

Forecasting Tool

My Portfolio

Vouzhi o - 1215887601
gram Radiar - 1200548003

el

DD
D ) G D

Chaa Ma - 1231278271

Saved Searches

Figure 29

Creating Pl Reports

Home Accounts Reports Welcome, Stephen (sashworth@ASHCONLLC.COM) {Logout)

v B Add to Porfolio

Actions
QZ Dk
Qg @D
QZ Dk
QZ Ok
Q@ @b
Qg @D
Qg @D
Q@ @b

Qg oD
Q@ oD

The FT has the capability of generating reports that can be shared with principal investigators (Pl).

After selecting the Accounts and Pl desired for your Portfolio, click the “Create a Pl Report” icon, Figure
30. When prompted for a Pl Portfolio Name, it should be simple such as “Pl Last Name Financial Report”
as you'll be creating snapshots on a regular basis that will contact the date the snapshot is created.

Knowledge Enterprise

Arizona Statn Unbrarsity

& Accounts

Recent Find
Pl Portfolio
Hame

Goss
McDaniel Summary
McDaniel Summary
bao

Redkar

Ameri
Seetharaman

Suarly

Dong. X

Ma, Chao

Saved Searches

Forecasting Tool

My Portfolio

Criteria

Hiangyang Dong - 1211265015
Chac Ma - 1231278271

Home Accounts Reports Welcome, Stephen (sashworth@ASHCONLLC.COM) (Logout)

v & Add to Porfolio
Date Created Actions

avom «——

Qa@ab

3  April MacCleary

/2/2024 3:56:50 PM

4 TADSZ AM

5/2/2024 7:40:52 AM [*WraTN
Q&0 k
3/1/2024 7:10:29 AM QoD
2/29/2024 8:20:15 AM Q# @D
1/30/2024 3:49:34 PM QE oD
1/30/2024 2:41:18 PM QEmD
a@mb
Q@ @D
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Account Summary
The first tab displayed in the Pl Report is the Account Summary, which displays summary data for each
included Account. The report will appear blank until one of the tabs of the report is clicked on, this triggers
the FT to generate the information tied to that tab, Figure 31.

1= Account Summary

Account Cost Centers Award Number

ccizad AWDDO0347E3

AWDDO037536

ccooz0 AWDO0036007

ANDON35226

AWDD0038226
ANDO0035654

awDoo0zsess
Progream
Progream
Program

Program

Program

Figure 31

Knowiedge Enterprise

& Reports

Account Summary

Account Nick Name

NIK R21 with Chao

COD: COMRP; Lyme
Disease

sRA

NIHRD1

NIH RD? SCJHU
Nesl 1A

VDRI Operations

Emp

Report Information

Test Report

Account Title

Circulating exosomes with covid-spike protein

Roln

SC Flexbiotech - Task 6 - COVID-19 Point

Woogbury - High-Throughput Rapid Epitope-

Speciic Qua

dentification of Immunogenic Epitopes For
Lyme Diseas

Direct electrical mezsurement of enzyme

Developing an Innovative and Scalable Mode!

to Bolster

?1- Program Income

Discovery of early immunologic biomarkers for

riskof
SC - Jonn Hopldns University.

5DI-Neal Woodbury-llA

ENGR-One Time Research SUpport-RID
NSC-Resious!: Neal Woodbury-FFR
KED-Materials Initiative-Navotsky-TRIF
KED-Research Fellowships-TRIF

Forecasting Teol

Expenses

sponsor

Dignity Heaith dba . Joseph's Hospital and Medical

Center

Arizons Department of Health Services (ADHS)

HHS: National Institutes of Health (NIH]

DOD-ARMY: Army Medical Research Acquisition

Activity (USAMRAA)

Recognition Anziytix

Arizons State University Foundation (ASUF)

Arizona State University Foundation (ASUF)

HHS: National Institutes of Health (NIH]

HHS: National Institutes of Health (NIH]
BDI-Neal Woodbury-lIA

ENGR-One Time Research Support-RID.
NSC-Resigua: Neal Woodbury-FPR.
KED-Materials Intiative-Navrotsky-TRIE
KED-Research Fellowships-TRIF

Crested By

Crestes Date:

9 Create Snapshot

5/17/2024 8:29:28 PM

Home Accounts Reports Welcome, Stephen (sashworth@ASHCONLLC.COM) (Logout)

UVE ~

Stephen A. Ashworth (sashworth@ASHCONLLC.COM)

TOC

|3

Start Date End Date

57242022 6/26/2024

1272772020 6/30/2024

4/20/2022 9/30/2024

/12022 9/30/2024

12/1/2022 6/30/2024

1716/2023 1/15/2026

1/16/2023 1/15/2026
/72023 6/30/2024

/712023 6/30/2024
77172023 6/30/2024
77172023 6/30/2024
77172023 6/30/2024
7/1/2023 6/30/2024
7/1/2023 6/30/2024

Final
End Date

6/26/2025

£/30/2024

9/30/2024

9/30/2024

6/30/2024

14152028

2026

6/30/2025

€/30/2028

Daysto
Expire

Total:

Total Budget

525000000

49084400

57759100

593811200

547564900

22217.00

549050100

15943

$8305.14
s27387999
50,00
$12289567
5000

1D

Forecast &

Expenditures Encumbrances

5250,000.00

107,329

703,640.33

$464,056.93

$5,53351

$0.00
530536447

§12,540.31

$156,676.36

$0.
§75537.25
$0.00

$3309.528.81 $2,625.730.92

$0.00

§17,84420

$8,19267

$717016

$1477.75

000

$0.00
$0.00

$12863175
531031
4799722
$000
$0.00
$0.00

Available
Funds

5000

5020

-$37.931.18

$227,30151

$10,112.32

$16,68349

50.00
$185.136.53

-$41,208.00
3223517
311147520
5000
34745842
5000

Award

Available  Anticipated
toSpend  Funding

5000 5000

501 5000

52415999 5000

$144778.03 5000

$963078 5000

§16,850.81 $664,71200

5000 566471200

§11792136 5254273500

254273500

5000

5000

$000

84745542 5000
5000 5000

$171,624.66 5514,752.93 $385,045.36 56,414,894.00

Time

Budget

Bum Rate Bum Rate

245%

S

e

83.5%

s2.4%

445%

443%

a7r%

EEed

sre%

sre%

sre%

57.9%
57.9%

100.0%

e

1283%

75.0%

sre%

249%

0.0%
623%

FERS

s8.2%
00%
62.5%
0.0%

Clicking on an Account in the top or left portion of the window will open the respective Account Details
Report, Figure 32.
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B Account Detail Report X
B Account Details [ Notes
KED-Research Fellowships-TRIF
Account: PG12935 Indirect Rate: 0.0%
Pl:  Woodbury - N3403
Cost Center:  CC1197
24
Sponsor:
Prime Sponsor:
Start Date:  7/1/2023 Time Burn Rate: 87.9%
End Date:  6/30/2024 Budget Burn Rate: 0.0%
Anticipated End Date:  6/30/2024 Budget Available to Spend: 0.00
B Ledger Accounts
Farecasted
Ledger Account Budget Expenses Encumbrances Available
Unbudgeted R o0 000
Direct cos 00 000 0.00
Direct cos 00 0.00 0.00
00 010 n00
0 0.0 060

Figure 32

Pl Reports Employee Summary
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 2 semesters is. Click the double blue
arrows to expand the Semesters displayed. The numbers above the semester represent the number of
workdays remaining in each semester when the summary is made, Figure 33. This number updates
biweekly with each new payroll. The account numbers will hyperlink back to the respective account spread

sheets.

P
PSUSTERE™ Forecasting Tool Home Accounts Reports Welcome,Stephen (ssshuorth @ASHCONLLE.COM) (Logout)
@ Reports
Y Employees  Expenses
2 emplojess
. employee Empla positon Rea e APyl SumPayRate  SuffTpe Acou countNick Name ont Name AccountEnd ate P1
= 25750 s
o 7000
)
e
e
& Thyagaisnsaien Manaingam ) 0480 Sudent PG VOR Opentions
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Expenses
Chart

The Expenses tab displays a Budget vs Actuals chart that can be filtered by Account at the top right, Figure
34.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.

4% Reports

Accountsummary  Employees  Expenses

the Account dropdown, and sel

e Expenses Chart

A Filter Account -

Budget vs Actuals By Month

Figure 34

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. Hovering over a particular month displays amounts, Figure 35.

Pivot

EB Expenses Pivot

Table

Tabl Account -| | Budget - | |Expenses - | LedgerAccountld - | StartDate -
Table

Teble Heatman 1o

Teble Cal Heatmap Year - | | Month -

Table Row Heatmap

Exportable TSV

ObjectClass ~
LedgerAccount = m——
10,000.00 10,000.00 10,000.00 10,000.00 10,000.00 17,500.00 7.500.00  5,000.00 2,572.5
2,355.78 1,884.63 1.884.63 1,884.62 1.884.62 1,884,862 542.3:
3,007.70 4,511.55 -586.50 10.086.78 1,031.42 2,062.84 2,094.26 2.062.84 2,124.72 212472 212472 2,124.72 1.615.6¢
511.20 408.96 408.56 408.96 408.96 408,36 204.4¢
190.84 24,000.00 40,000.00
5.675.00
wmmie oz sz sons naos s wenn e [ s s sose sso smalll e e e e

Tesis 0,00 34,020.88 29,794.89 22,845.47 16,090.14 31,502.04 19,719.20 57,399.20 34,503.5n-9,977.)s 6,354.20 12,708.40 23,563.76 15,302.33_20,::51.15 19,850.56 16,690.58 21,008.0i

l-:igure 35
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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. The Pivot Table is a highly customizable tool
that can be filtered to show one or more of the selected accounts in the Pl Report, Expenses, Budget.
Columns and Rows can be viewed as a Heat Map and/or exported as a .tsv file.

The Pivot Table can be filtered by Account, Budget, ObjectClass, LedgerAccount ID and more, Figure 36

x
x
Budget LedgerAccountld ObiectClass x 26
= Account - | | Budget - | |Expenses ]
ter values ter values
Select All | | Deselect Al . Account =
-0 - Filter value _ 7100 a
122 . 7101 _ 01 Salaries and Wages a
. Select All | | Deselect A
_ 404 _ 7104 _ 02 Fringe Benefits
. s2 _  PGO1654 a _ 7105 04 -
1500
B - Peo1sal - 06 Materials and Supplies
- Zooo PG02020 v _ 713 .
= - 07 Non Capital Equipment
_ 2500 _ 7118
_ 388 T 08 Travel
— 7200 09 Other direct costs
_ 3601 _ 7202 _ 11 Participant Expense
. 3604 _ 7203 - 12 Student Support
_ ss00 v _ 7205 - _ 14 Capital Equipment
18 Admin Service Charges
19 Transfers out etc bl
Figure 36

Creating a Snapshot

The FT can create a snapshot report that does not change when the data warehouse is updated. You’ll
want to create a snapshot to share with your Pl/faculty. This will be how Pl Reports are delivered to Faculty
in the FT. To create a snapshot, click the button on the Account Summary Page, Figure 37.

The snapshot version created will be with that day’s date and a numbered version for that date i.e.
5/20/2024 - #01.

Knoweage Emerpise .
m-!n:v:hm Forecasting Tool Home Accounts Reports Welcome, Stephen (sashworth@ASHCONLLE.COM) (Logout)
L% Reports
Account Summary  Employees  Expenses \
Title: Test Report Created By: Stephen A. Ashworth (sashworth@ASHCONLLC.COM)
Created Date: 5/17/2024 8:29:28 PM
Figure 37

Emailing / Exporting the Pl Report

To share a Pl Report, a snapshot must be created first, see above step Creating a Snapshot. When that has
been completed click on “Reports” in the top Navigation Bar. Navigate to the snapshot you wish to share
clicking on the drop-down menu from the green Live button.

After you click on the snapshot, a Shared With prompt will appear at the bottom of the report
information, Figure 38.
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Account Summary Employees Expenses

Click the above tabs to view the sections of the report.

Report Information = 5/21/2024 -#01 ~
. - 5 " LIVE
Title: Liu, Huan Created By: Jayson Johnson (jcjohn27@asurite.as
Created Date 5/21/2024 12:29:10 PM 3) 5/21/2024 - #01
Version: 3f32937e-4ba6-46da-9ea2-c8cb00a93537 Created By: Jayson Johnson (jcjohn27@asurite.asu.edu)
Version Link: https://as-app-forecasting- Version Date: 5/21/2024 12:29:21 PM

wus2.azurewebsites.net/reports/version/3f32937e-4ba6-46da-9ea2-
<8¢b00a93537

®

Shared With: jayson‘ Johnson (jcjohn27@asurite.asu.edu)

Jayson Johnson (jcjohn27@asurite.asu.edu)
Jayson Matthews (jsmatth@asurite.asu.edu)

Jayson Davis (jstaup@asurite.asu.edu)

Figure 38

You can begin typing the name of the person you want to share the report within this section. This will
grant the person the ability to see the report. This must be done before sending the link in the report to
the person otherwise they will not be able to view the report.

When the link is shared with a Pl they will have access to both the snapshot that was created and a live
view of the report. While the snapshot is static, the live view will always show any of the most recent
updates that the user has made the Pl report.

If the link is shared with another administrator of the FT they will be able to see the Live View, the
snapshot that was directly shared, as well as all snapshots that were created for this specific portfolio.

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 an integral instrument for any financial administrator at ASU.
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