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Introduction to the General Operating Revenue and Expense Model

|. Intro duction to the General Operati ng
Revenue & Expense Budgeting Model

Cognos 8 isthe tool that support s the Reporting , Analysis , and Planning System  (RAPS) by
providing integrated operational and financial planning for business analysis. Cognos
Enterprise Planning is the Budgeting tool

A. Employee Roles in RAPS Planning

Contributor
Contributors are responsible for entering datainto Cognos Planning viathe Web.
e Contributors can enter and edit data where their user rights have been  assigned .

e Contributors can edit , save , and submit data.

e When a contributor submits data , itis forwardedtoa Reviewer. The datais
locked for reviewing purposes and cannot be edited unless rejected by a
Reviewer .

e Contributors can also be Reviewers.

Reviewer

Reviewers are identified by management as having res ponsibility for approving

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

they are responsible for managing at any point during the Contributor/R  eviewer cycle.  After
an item has been submitted, the R eviewer has the following options:

e Submit the Data - When submitted data has been reviewed and the Reviewer is
satisfied, he /she submit s the data to the next Reviewer.

e Rejectthe Data - When submitted data is not satisfactory , t he Review er rejects the
submission and anicon 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 yet been implemented

Viewer
Viewers have read -only accessto the Cognos data . Their acces s may be atthe Ilowest 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 Items to which you have access to contribute, review or view . Users see
only itemsonthe hierarchy towhich they have access/user rights

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

State The fimte 0 o f hidrancky item in the workflow, e.g., Work In Progress,
Ready for Review

Ownership Theficurrent o wrieraréhy o Nultiplelpeople can be assigned as
owner s ofanitem.  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 work flow.

Links Hot links to helpful information.

2} GenDp RRE - 10:Training - Microsoft Internet Explorer

File Edt Wiew Favortes Toos Help ‘
- 6y - AOY Ju, ) . . ﬁ 2
OEack (] \ﬂ \EL‘ ) ‘ - smarch ) Favories &) ‘ iz ‘4“

Address [{€] http:frapstest.mustl, edulcognasélcai-binjoanas.cal

RAPS planning test user Logoff | v *1 Lanch v 2

peitributor

=] Reviews
Q Training

rou ars s reviewsr for:

Gefieral Operating - Revenue and Expense (Training Model)

The Cognos Application is & Web-based finandal planning tool used to collect, agaregate, and consolidate budget data for the University., The mUdE| is part uF the
Reporting, Analysis, and Planning System (RAPS) project. The goals of the RAPS project ars to raduce uss of Excel 5p
business rules, and give users more tire for detailzd analysis by redudng planning timelines,

The model will allow the user to distribute the annual budget expense to quarters or months, 1t is broken out in tabs similar to worksheets in Excal, Bach tab is used to plan
or view related pieces of the budget. The tabs are ordered left to right, and each tab is sutomatically updated with information from the preceding tabs.

Here is a link ta the RAPS Website for infarmgfon on the RAPS project - RAPS Website

&t - The RAPS Support Email

or Guestions about Cognos or RAPS, please o}

[&] pone [ [ [ N3 tecalinwanet
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The Task bar sits above the Navigation panes.

The first information shown i sthelogged -i n user 6s name.

Launch

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

RAPS planning test user Log off ' 4~ "1 Launch

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

The first choice, Home , will take 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.

N

The Launch icondrop -down list has multiple choices , depending~spdh your security
settings . This is the way you typically access other applications if you have access.

Clicking the Question M ark icon (Help ) takesyouto the Cognos generic help system. It
offers I ndex, Glossary, and Search features.

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

User Instruction s take you tothe Cognos Home Page, where User
Instructions are displayed.

About shows copyright information.

He Ip shows the RAPS -specific Help Text.

RAPS General Op erating Revenue and Expense Model Training Guide Version 2
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RAPS Work Flow State Icons
Hierarchy Contributor State Icons

O | Not Started

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

J | Work in Progress
Hierarchy item has been started. Data has been saved, but the item has not been
submitted.

By | 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 , own ership 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 submi tted 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
Al hi erarchy items bel on g-umagesubmittetd &ind lodResl.v i e we r i

B Hiera rchy 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.

4 RAPS General Operating Revenue and Expense Model Training Guide Version 2
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C. The Data Entry Grid

Contributors enter or modify data on the Data Entry  Grid .

Model Name Selection Box Task Bar Model Tabs

% GenDp REE - 10:Training | Contrib- ons | xx01-91001 - Cognos Planning - Contributor -10] x|
fle  Edt  View  Tadk tons  Help

HEEIEEY €S- GG

E stimate | Budget cation Detail | Frojechions | Monthy Spreads | Budget by Manth | Budget Andlysiz 7| Summary | El @ |E |E
| Fhmai-a1001 |
FY0BAC | FYD9Act FY100Bud  '100ngs 10 DBudsD| FV10CE8ud | Fr10YTDAct  Fri0Enc | OYTD Actsl Fri0Estwl | Fr10Estw2 |[r10Esty (10Est: Y10 Es] Vercion

Select Esbmate Yession Verzon 1
112100 Endowment Paoled 200,000 210,000 22050 0 220500 220,500 5,125 0 55.125 209475 226013 0 009,475

11-21 Endow-Pooled 200,000 210.000 220.500 0 220500 220.500 55.125 n 55.125 209.475 226.M3 L} 0 09475

115100 Patierk Care - Reserved 1,000,000 1,050,000 1.102500 0 1.102.500 1102500 275,625 0 275625 1.047.375 1130063 0 047,375

1151 PtCare-Fee Svos 1,000,000  1.050.000 1,102,500 0 1102500 1,102,500 275,625 0 275625 1,047,375 1,130,063 0 047,375
REVENUE 1200000  1.260.000 1,323,000 0 1323000 1,323,000 330,750 0 330,750 1,256,850 1,356,075 0 0 56,850

121700 Academc S alanes 1,500,000 1,575,000 1,653,750 0 1,653,750 1,653,750 413,439 1200000 1,613,430 1.571.063 1695094 1] 071,063

12-11 Academic Salaries 1500000 1575000  1.653.750 0 1653750  1.653.750 413438 1200000 1613438  1.571.063  1.695.094 0 0 71.063

1241200 S1aff Salaries 750,000 787500 826,575 0 826875 626,675 206,719 G00000  BOG.719 765,531 847547 0 085531

12-12 Stalf Salaries 750,000 787.500 826,875 0 826875 826,875 206,719 600,000  BOE.719 785,531 847,547 0 085,531

122100 Astiiament 250,000 262500 275625 0 275625 275625 £3.906 180000 248,906 261,814 282518 0 061,844

12-21 Retirement 250,000 262,500 275625 0 275625 275625 68,906 180,000 248,906 261,844 282 516 0 o s1_s44 D
122200 Socul Securty 120,000 126,000 132300 0 132,300 132,300 el 36,00 69,075 125,665 135608 0 0 25685

12-22 Social Security 120.000 126.000 132,300 0 132300 132.300 33.075 36.000 69.075 125.685 135.608 0 0 25,585

12-2902 Dther Allowance 100,000 105.000 110250 o0 110250 110,250 27563 50,000 77.563 104.738 113006 1] 0 04.738

12-29.03 Degendent Tulion Alow 50,000 52500 5125 ] 55.125 55.125 13781 25000 38.781 52,369 56503 0 0 52.369

1229 Other Allow 150,000 157,500 165,375 0 165,375 165,375 41,244 75000 116,344 157,106, 169,509 0 0 57,106
COMPENSATION EXPENSE 2770000 2908500 3053925 0 3053925 3,053,925 763481 2091000 2854481 2901229 3,130,273 [1] 001,229

1218:00 S alary Allocabon Charge 50,000 52500 5125 0 55125 55,125 13.781 0 13,70 52,369 56,503 0 0 52,369

1218 Salary-Alloc Chy 50.000 52.500 55.125 0 55125 55.125 13.7m 0 1378 52.369 56.503 0 0 52.369

1241300 S alaiy Allocation Credi (20.000) [21.000) [22.050) 0 [22.050) (22.050) [5.513) 0 5.513) (20.248) (22.601) 0 0 20.948)

12-19 Salary-Alloc Cred [20,000) (21,000 (22.050) 0 [22,050) {22,050 [5.513) [} [5.513) [20.948) (22.601) 0 0 20,948)

SALARY ALLOCATIONS 30,000 31,500 33,075 [] 33,075 33,075 8,269 [} 8,269 31,421 33,902 0 0 31421

NET COMPENSATION EXPENSE 2.800.000 2.940.000 3.087.000 0 3087000 3.087.000 TF1.750 2091.000 2.862.750 2.932 650 3164175 0 0 32 650

123000 Congtant + Pro-srestrar 60,000 £3,000 5150 0 66150 66,150 16538 0 16.530 62843 67004 0 0 62,843

12-30 Consultant 60.000 63.000 66.150 0 66.150 66.150 16.530 0 16.538 62.843 67.604 0 0 62.843

123500 Other Expensas 40,000 42,000 44100 0 44100 44,100 1025 0 11.025 41,89 45203 0 0 41,895

1235 Other Exp 40,000 42,000 44,100 0 44,100 44,100 11,025 o 11,025 41,895 45,203 0 0 41,835

124200 Grad Tuban/zcholar el 400,000 420,000 441,000 0 441,000 441,000 110,250 0 110,250 412,950 52025 0 018,960

12-42 Tuition-Gr 400,000 420,000 441,000 0 441,000 441,000 110,250 0 110,250 418,950 452,025 0 018,950
NOM-COMPENSATION EXPENSI 500.000 525,000 551,250 0 551.250 551,250 137.813 0 137813 523.608 565,031 0 023,608
EXPENSE 3.300.000 3.465.000 3.636.250 0 3638250 3.638.250 909.563 2091.000  3.000.563 3.456.338 3.729.206 [] 0 56.338

NET OPERATING RESULTS (2.100.000) (2.205.000)  [2.315.250) 0 (2.315.250) ([2.315.250) (578.813) (2.091.000) (2.669.813) (2.199.488) (2.373.131) 0 039.488)

MET RESULTS (2.100,000)  [2,205,000) [2.315.250) 0 [2.315,250) ([2,315.250) [578,813)  [2,091.000) [2,669.813) [2,199.488) [2,373,131) 0 039,488)
Purpose: This tabiis used to creste the current year estimate, Please select the Final estimste using the version column, The estimate can be used as the budget base on the Budget tab. Data Losded as of 12/31/08

Current Owner

RAPS General Op erating Revenue and Expense Model Training Guide Version 2 5
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D. Task Bar Icons
File Edit Wiew Toolz Actionz Help
£ HS X o--8 B % M- © ?

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. Customize s the data to prin  t.
Cut Cuts data from the selected cell and places it in the
Clipboard.
: Copies data from the selected cell and places it in the
iy .
" Copy Clipboard.
Paste Pastes data in the Clipboard into the selec ted cell.
> Delete Deletes datain the selected cell.
Adds notestoacell,a cube (tab), orthe model .
P~ Annotate Annotations are indicated by a red triangle. To view
an annotation on a grid, hover the mouse pointer
over the red triangle.
l[_.J*v Attach Document Attach es a document to a cell, a tab, or model.
Browse Views all annotations and/or attached documents for
Commentary a model .
Swap Rows and Transposes the rows and columns to view the data in
- Columns a different way.
@ SUDDIEsS Zeros Hides rows, columns , or pages if they contain all
PP blanks or zeros.
-1 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

i[5 Tools Export s to Excel for further data analysis.
Submits the hierarchy item to th e next level of

(] Submit review. Data willbe locked. Work state  will be
fiLocked o.
Rejects the submission.  Data will be

Reject be unl ocked. Wor k state ret
Progresso.

Help Displays detailed tab descript ions and definitions.

RAPS General Operating Revenue and Expense Model Training Guide Version 2




The General Operating Revenue and Expense Model

ll.  General Operating R evenue and Expense
Model

A. Overview

The General  Operating Revenue and Expense M odel

The General Operating Revenue and Expense model is a Web -based financial planning tool
used to collect, aggregate, and consolidate General Operating 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 the use of error -prone Excel
spreadsheets, standardize budgeting business rule s, and give users more time for detailed
analysis by reducing planning timelines.

The General Operating Revenue and Expense model allows budgeting users to plan for and
analyze revenues and expenses for University departments. As a starting point for

bud geting, revenue and expense data by LC -SC-0B have been loaded from the Financial
Data Warehouse into the model.

The model is broken out in tabs similar to worksheets in Excel. Each tab is used to plan or
view related pieces of the budget.

A hot link to the overall model flow for the General Opera ting Revenue and Expense model
is on the Cognos Home Page.

Here is a link to the RAPS Website for i nformation on the RAPS Project: RAPS Website
(http://raps.wustl.edu/index.htm )

For questions about Cognos or RAPS, please contact The RAPS Support Group
(RAPS@wustl.edu )

Estimate Tab

As a starting point on the Estimate Tab , t he model allows optional entry  of four di fferent
versions of estimate , with a selection optio  n as the FY10 Estimate to flowtothe Budget

Tab .

Budget Tab

On the Budget Tab , the baseline can be set by use of a baseline category (actual, budget,

etc.) and by enteringb  ase adjustments in dollars and percentages . The Budget Tab works

a bit differently for ~ the CFU in that the baseline is already established as a guideline and

cannot be updated. In either event, once the baseline is established, the budget is then

created by making dollar and/or perce ntage adjustments and adding zero fund detail |, if
applicable (Medical School only.)

RAPS General Op erating Revenue and Expense Model Training Guide Version 2
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Allocation Detail Tab

When an allocation amount is entered in the Budget Tab, offsetting amounts need to be
entered in the  Allocation Detail Tab. Offsetting amounts are entered at the department
fund level.

Zero Fund Tab (Medical School only)

The Zero Fund Tab provides a way to budget expenses using zero funds. Data entered in
the Zero Fund Tab  flows to the zero fund columns in the Budget and Projections Tabs.

Projection Tab

The Projection Tab provides the ability to project out years and is also used to capture the
original carry -forward budget for 94xxx funds (Danforth only). Projection s are entered at
the SC level , based on entering a percentage or a dollar adjustment . They may also factor
in Zero Funds (Medical School only.)

Monthly Spreads Tab

The purpose of the  Monthly Spreads Tab isto provide a way to specify a distribution by
month . Italso provides abreak -back feature for specifying a total.

Budget by Mon  th Tab

There are some common profiles available like Straight Line, End of Quarter, Beginning of
Quarter , and 9/12 -Aug, or you can enter your own spread. The profiles created here are
available for use onthe Budget by Month T ab.

An example ofacustom spread i s entering a A00 ianddumyénd Sep,
fi 1 0 AugnOct, Dec, Feb,and  May. When this spread is applied to a row on the Budget by
Month Tab , the dollars will be redistributed to alternating months . The total will remain

the same . You candefineupt ofive custom Profiles, and includ e description s.

The Budget by Month Tab offers the ability to make adjustments by month. These

adjustments can be made by applying a profile or via a manual override. C ustom profiles

can also be cre ated, as mentioned directly above, which allow the total budget to be

allocated by month  using a provided or user -defined custom spread

Budget Analysis Tab

The Budget Analysis Tab shows the results of the budgeting effort by month and also
shows other mon thly sources of data loaded to the model, providing different analysis
capabilities.

Summary Tab

The Summary Tab shows all of the annual views of data available in the model
summarized at the Sub Class level.

8 RAPS General Operating Revenue and Expense Model Training Guide Version 2
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The General Operating Revenue and Expense Model

Road Map

The following graphic represents the

flow of data and user interaction among the various tabs:

Budget Freparsr's
General Operafing
Revenus and Expanse Mode!

Zaro Funds
Tab

{Medical
School only)

Other Helpful Tabs

Monithiy
Spreads Tab

Alloews ereation of cugiom
spreads 1o be usad on the
Budgat by Manth Tab.

Budget by
Monith
Tab

Sowrce of Dafa Legend:

Dada s Ioadad from

Firsanial DWW 1o e
fallowing tabs: e——————
Estimata, Budgs!, joview Only Tabs
Budget by Month,

Projections, Budget

Analysis, Summary

RAPS General Operating Reve
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B. Accessing the Model

®» Atthe Washington University Inter net home page, select  Cognos Connection Log on
from your Favorites menu , or enter http:// rapstest. wustl.ed u/cognos8/

Note: In production, th e URL will be raps.wustl.edu /cognos8/

The Cognos Application W ebsite displays :

/3 Log on - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help ‘ [}

Qs - © - X & O La-Je 8

Address Iféj http:,l',l'rapstest.wustl.edu,l'cu:ugnu:usS,l'cgi-I:uin,l’cu:ugnu:us.cgi?l:u_actiu:un=xts.run&m=purtal,l'maij a o | Links ** '@ -

' Search ' Favorites @,{
) o

| d

Please select a namespace For authenticakion.

MNamespace:
LISTL-KEY (Use if you have set up your WILSTL-Key,

Wy elze use the dropdown to choose another option fid

Caopyright £ 2007 Cognos Incarparated. Al rights reserved,
Cognos (R is a trademark of Cognos Incorporated.

o4 Cancel

® Atthe CognosLogon screen, click OK to sign on with your WUSTLK  EY.

The Log on screen displays.

a Log on - Microsoft Internet Explorer

File Edt View Fawvorites  Tools  Help | f,‘

. : 1\ — ,\.: _,'-'-_ . " J‘
QBack > B Iﬂ \ELI | Search o Favarkes @f = - ii .:‘
Address Iﬂj http:)frapstest, wustl, edufcognoss cgi-bin/cognos. cgi j a Go | Links * '@ -

| x|

Please bype wour credentials For authentication.

Namespace:
WIUSTL-KEY {use if vou have set up your WIJSTL-Key, else use the dropdown ko choose another option)

User ID:
Password:
Copyright () 2007 Cognos Incorporated. All rights reserved.
Ok Cancel Zognios (R is a trademark of Cognos Incorporated.

® Enter your WUSTL KEY. Press TAB, enter your password , and click OK. The Cognos
Welcome page orthe Cognos Connection page will appear. If the Cognos Welcome

10 RAPS General Operating Revenue and Expense Model Training Guide Version 2
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The General Operating Revenue and Expense Model

page appears, please select My Home , and the Cognos Connection page will appear.
If the Cognos Connection page appears, proceed to the next step.

-
>

>

® Click BPM Planning Applications.

>

® Click onthe foldername 1 in this case, click General Operating Rev & Exp

Multiple model s may appear , based on your security access.

>

® Clickon one ofthe General Operating R&E models , in this case, Training

RAPS General Operating Revenue and Expense Model Trai ning Guide Version 2 11









































































































































































































