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I.  Introduction to Co mpensation  

Budget ing  
Cognos  8 is the tool that support s the Reporting , Analysis , and Planning System  (RAPS).   

Cognos  8 provides integrated operational and financial planning for business analysis.  

A.  Employee Roles in RAPS  Planning  

Contributor  

Contributors are responsible for entering  data into Cognos Planning via the Web.  

Contributors can enter and edit data where their user rights have been assigned . 

Contributors can  edit , save ,  and submit  data.  

When a contributor submits data , it is forwarded to a Reviewer.   The data is 

locked  for reviewing purposes and cannot be edited unless rejected by a 

Reviewer .   

Contributor s can  also be Reviewers.  

Reviewer  

Reviewers are identified by management as having responsibility for approving  

contributions submitted by Contributors. Reviewers can see the status of all submissions 

they are responsible for managing at any point during t he Contributor/R eviewer cycle.  After 

an  item  has been submitted, the R eviewer has the following options:  

Submit  the Data -  When submitted data has been reviewed and the Reviewer is 

satisfied, he /she  submit s the data to the next Reviewer.  

Reject the Data  -  When submitted data is not satisfactory , t he Review er  rejects the 

submission and an icon indicating the data has been  rejected appears by the link to 

open the node.  An email can be sent giving  the reason for rejection, but this 

funct ionality has not ye t been implemented . 

Viewer  

Viewers have read -only access to the Cognos data . Their access may be at the lowest level 

of detail or roll up to higher level s.   
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B. Home Page Components  

The Home Page is divided into two basic navigation panes: the Wash ington University  

Organizational  Hierarchy on the left and the Status  Table  on the right, which contains  

detailed information about each hierarchy  item .  

The Hierarchy  

Hierarchy  I tems to which you have access to contribute, review or view . Users see  

only  items on  the  hierarchy to which they have access/user rights . 

The Status  Table  

Name   Name of the hierarchy  item user has access to edit or review.  

State  The ñstate ò of the hierarchy item in the workflow, e.g. , Work In Progress, 

Ready for Review .   

Ownership  The ñcurrent ownerò of the hierarchy .  Multiple people can be assigned as 

owner s of an item.   However, only one person can update at a time.  The 

application will notify you when  someone else is currently editing.    

Last Dat a Change  The date of the lat est  saved change s. 

User Instructions  Area includes relevant information about the process and workflow.  

 

 

      Hierarch y           Status Table  

 To open a  hierarchy  item, click on the hierarchy  item  in the area . 

Note the three  links below .  
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The Task bar sits above the Navigation panes.  

 

The first information shown is the logged -in userôs name. 

 

 

Clicking the Log off  text will log you out  of the system.  

 

 

The Home  icon drop -down has a menu with two choices:  

The first choice, Home , will t ake you to your designated Home Page.  

The second choice, Set View as Home , will make the current page your 

designated Home Page.  

 

 

The Return  icon will take you back to the previous page.  

 

 

The Launch  icon drop -down has multiple  choices , depending upon  your security settings .  

This is the way you typically access other applications if you have access.  

 

 

Clicking the Question M ark  icon (Help ) takes you to  the Contributor g eneric help system.  

It offers I ndex, Glossary, and Search features.  

 

 

Clicking  the drop -down arrow will  provide you with three option s:  

User Instructions  take you to the Contributor Home Page, where User 

Instructions are displayed.  

About  shows copyright information.  

He lp  shows the RAPS -specific Help Text.  
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RAPS Work Flow State Icons  

Hierarchy Contributor State Icons  

 Not Started  

No data has been saved, although the plan may have been opened.  

 Work in Progress  

Hierarchy item has been started.  Data has been saved, but the item has not been 

submitted.  

 Hierarchy Item Open  

A grid over the Work In Progress icon indicates the item is currently open and is being 

edited.  While in the edit state , ownership can be  taken by another owner.  If ownership 

is taken , the original owner will not be able to save the changes.  

 Locked  

Hierarchy item has been submitted for review.  It is locked. The data is in a read -only 

state.  A reviewer can reject the hierarchy item to unlock and return the workflow state 

to Work in Progress.  

Reviewer State Icons  

 Incomplete  

At least one hierarchy item belonging to this roll -up is in the Work in Progress, Locked 

or Ready state, and  at least one hierarchy item is in a Not Started state.   

 Ready  

All hierarchy items belonging to the Reviewerôs roll-up are submitted and locked.  

 Hierarchy Item Open  

A grid over the Ready icon indicates the hierarchy item is currently being reviewed.  

Multiple reviewers can have a review item open at the same time.    

General State Icons  

 Hierarchy Item Needs Update  

A square around any state icon indicates the hierarchy item is being updated by the 

system. System updates include restructuring to reflect changes in the application  or 

system data has been changed and needs to be re - imported.  These changes will be 

made by the system automatically.  

 Plan Open & Needs Update  

A square and a grid around any state icon indicate the h ierarchy item is currently being 

edited and needs an application or data update.  
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C. The Data Entry Grid  

 Contributors enter or modify data on the Data Entry  Grid .   

 

 

 

 

 

 

 

 

 

 

 

Selection Box  
Model Name  

Task Bar  Model Tabs  

Current Owner  
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D. Task Bar Icons  

 

Icon  Term  Definition  

 
Take Ownership  

Takes ownership of the hierarchy item to allow data 
entry and edit.   

 
Save the Data  Saves the data to the Plan Model.  

 
Print  Opens the print wizard.  Customizes the data to print.  

 
Cut  

Cuts data from the selected cell and places it in the 
Clipboard.  

 
Copy  

Copies data from the selected cell and places it in the 
Clipboard.  

 
Paste  Pastes data in the Clipboard into the selected cell.  

 
Delete  Deletes data in the selected cell.  

 
Annotate  

Add notes to a cell, a cube (Tab), or the model.  
Annotations are indicated by a red triangle.  To view 
an annotation on a grid, hover the mouse pointer 
over the red triangle.   

 
Attach Document  Attach a document to a cell, a Tab, or model.  

 

Browse 

Commentary  
To view all annotations for a model . 

 
Swap Rows and 

Columns  
Transposes the rows and columns to view the data in 
a different way.  

 
Suppress Zeros  

Hides rows, columns, or pages if they contain all 
blanks or zeros.   

 
Get Data  Loads data from another model.   

 
Validate Data  

Verifies  that the data entries or changes conform to 
existing business rules and data - format restrictions . 

 
Tools  Export to Excel for further data analysis.   

 
Submit  

Submits the hierarchy item to the next level of 
review.  Data will be locked.  Work state will be  
ñLockedò.  

 
Reject  

Rejects the submission.  Data will be  
be unlocked.  Work state returns to ñWork in 
Progressò. 

 
Help  Displays detailed Tab descriptions and definitions.  
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II.  Compensation Budgeting Model  
A. Overview  

Compensation Budgeting Model 

 

The Compensation Budgeting model is a Web -based financial planning tool used to collect, 

aggregate, and consolidate budget data for the University. The model is part of the 

Reporting, Analysis, and Planning System (RAPS) project. The goals of the RAPS project are 

to reduce  use of error -prone Excel spreadsheets, standardize budgeting business rules, and 

give users more time for detailed analysis by reducing planning timelines.  

The Compensation Budgeting model allows budgeting users to plan compensation expense 

for employees.  It uses standardized rules to calculate fringe expense. As a starting point for 

budgeting, salaries, sourcing and faculty titles from the University Human Resources 
System have been loaded to the model. Only the data that is changing needs to be updated.  

The model will allow you  to distribute the annual budget expense to quarters or months 

using pay end and start dates. It is broken out in Tabs similar to worksheets in Excel. Each 

Tab is used to plan or view related pieces of the budget. The Tabs are order ed left to right, 
and each Tab is automatically updated with information from the preceding Tabs.  

A hot  link to the overall model flow for Compensation Budgeting  is on the Cognos Home 
Page.  

Here is a link to the RAPS Website for information on the RAPS pr oject -  RAPS Website  
(http://raps.wustl.edu)  

For Questions about Cognos or RAPS, please contact -  The RAPS Support Email 
(RAPS@wustl.edu)  

 

The Compensation Budgeting Tabs include:  

Primary Job (Academic and Staff Only) 

The purpose of this Tab is to set the July 1 st  total salary and FTE for primary people 

in your department.  It also allows for the setting of their job salary and job FTE.  It 

provides the capability to turn off budgeted dollars in a specified  month , should you 

know a person is leaving your department.  It also provides the capability to monitor 

your increases agai nst the allocated po ols for merit and total salary guidelines.   

Sec Job (Secondary Job) (Academic and Staff Only) 

The purpose of this T ab is to budget the expense for a secondary job by setting a job 

pay rate change and/or job FTE change.  

RAPS%20Website
mailto:The%20RAPS%20Support%20Email%20(RAPS@wustl.edu)
mailto:The%20RAPS%20Support%20Email%20(RAPS@wustl.edu)
mailto:The%20RAPS%20Support%20Email%20(RAPS@wustl.edu)
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Other Jobs-Existing (Postdoc/Grad with Stipend Only) 

The Other Jobs -Existing Tab is for the purpose of budgeting existing Postdoc 

employees, Postdoc non -employees, and Graduates with Stipends.  

HR Data (Human Resource Data) 

This Tab shows you the HRMS -related data for existing  employees and provides the 

capability for you to review and/or specify changes to HR data.  This Tab does not 

currently interface any information back to the HRMS applications.   There is an 

interface to Med School Budget Submission that can leverage this data.  

Primary History (Academic and Staff Only) 

The Primary History T ab shows the last five years of a perso nôs salary , FTE, and  

Other Earnings  as of June 30 th  and displays a % change over the previous end of 

year, along with the budgeted salary for compar ison.  

Primary Appts (Academic and School of Medicine Only) 

The purpose of this Tab is to propose the expense budget  for a secondary job by 

setting a job pay rate change and/or job FTE change.   These dollars do not impact 

the budget, but rather alert the secondaries of the primaryôs intentions.  These 

expectations  would be viewed  on the Total Job and FTE Reconciliation report.  

New Job (Academic and Staff Only) 

The New Job  Tab allows you  to ente r information for new or open job s and new titles 

expected to be filled in the coming year being budgeted.  All entries are on an 

individual basis.  

Other Jobs-New (Postdoc/Grad with Stipend only) 

The Other Jobs-New Tab allows you to  budget new jobs for Pos tdocs and Grads with 

Stipends.  

Assumptions 

The Assumptions T ab allows you  to view benefit rates, allowances, Social Security 

base, and other data used in the budgeting process.  

Monthly Budget 

The pu rpose of this T ab is to provide the capability to specify salary  and  other 

earnings  by month to budget  more accurate ly for quarterly or monthly reporting.  

Fringes are calculated here based on University -wide rules . 
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Source 

The pu rpose of the Source T ab is to distribute salary  expenses to the appropriate 

General Ledger account s.  This is done separately for salary  and  other earnings.  

ñBreakback  (a feature used to enter a total and automatically ha ve it spread to its 

components) ò is useful here for entering group totals which are then spread to 

individual levels.  Out -of -balance conditions are  displayed to assist in getting the 

sources balanced . 

Budget by Job 

The purpose of the Budget by Job T ab is to  allow you  to view the budget by source, 

month, and pay type for primary, secondary, and new jobs.  

Aggregates 

The Aggregates Tab allows for planning certain department salary expenses at an 

ñaggregateò level, for instance, Incentives .  Some common Aggregate expense 

groups are listed for all departments -  Incentives, Interns, Over time , Shift 

Differentials , Temporary, and Zero Hr Biweekly.  Aggregate expenses unique to a 

department can be en tered into the lines Aggr 1-30 compensation expenses . This 

Tab lets you enter r esources and will display any out -of -balance  conditions.  

Monthly Budget-Aggregates 

The Monthly Budget -Aggr egates  Tab takes the sources specified in  the Aggregates  

Tab and allows the redistribution of budgeted dollars.  On this Tab , the total 

budgeted dolla rs cannot be changed , but only re -allocated  among month s.  Fringes  

are calculated and spread based on the monthly amounts . 

Sourced Budget 

The Sourced  Budget Tab shows bu dgeted dollars by source  and account.   The row 

and column headings  can be changed  to see different views of your budget.  

Budget Recap 

This T ab displays data in the order of the Tabs in the model.  Its main function is to 

indicate if the budget is completely sourced and in balance.  It also provides a 

budget breakdown by S ub Class  for a quick overview of budgeted dollars.  

Road Map 

The following graphic represents the flow of data and user interactive amon g the 

various T abs:  
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Be aware that some of the Tabs, like the Primary Job Tab , are identical for 

Academic  and Staff , but d o not  exist in  Postdoc/Grad with Stipend .   

Other Tabs, such as the HR Data  Tab , have differences between the 

Academic ,  Staff , and Postdoc/Grad with Stipend  versions.  

As you work through the exercises in this manual, work in the Academic  

model.  

A separate manual address budgeting for Staff .  


















































































































































































































































