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Setting User Variables 
 

Some forms in the application require a User Variable to use, so this section will help users set a value for this user variable. Here are the steps 

to do so: 

1. Click the Tools cluster. 

2. Click the User Preferences card. 
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3. Click on the User Variables tab. 

4. Click on the Member Selector icon   
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5. Select a member from the Department dimension. 

6. Click OK. 
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7. Click Save  
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Current-Year Forecast 
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Salary, Wages & Fringe - Input and Review 
Step 1.  

Click on the Current Year Forecast tile to begin.  

Step 2.  

Click on Salary, Wages and Fringe 

 

 

 

Enter forecast amounts by Account, by Fund and Account, by Project Department and Account, or by Department Project and Account. These forms 

all work with the same datasets, but each presents a different way to view the data. Also, use one of the Consolidated Review forms to see total 

results. 
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1. By Account - Provides forecasting to a single Department (Subdepartment level), Fund, and Project by Account 

 

2. By Fund and Account - Provides forecasting to selected Department and Project by Funds and Account  

 

3. By Department, Project, and Account - Provides forecasting to selected Fund by Department, Project, and Account  

 

4. By Project, Department, and Account - Provides forecasting to selected Fund by Project, Department, and Account  

 

5. Consolidated Review – PL Hierarchy - Provides historical Actual and Revised Budget data, an overview of total forecast, as well as the variance of 

Forecast vs Revised Budget, all operating with the P&L alternate Account hierarchy. 

 

6. Consolidated Review – Standard Hierarchy - Provides historical Actual and Revised Budget data, an overview of total forecast, as well as the 

variance of Forecast vs Revised Budget, all operating with the standard Account hierarchy. 

 

 

Step 3. Selecting Input Forms and POV (All input forms) 

 
 

 
 

 

1 

2 

1 



PlanUW                                                                                                                       Quick Reference Guide  

Page | 9  
 

1. Select the desired form by clicking on the form title at the top of the page  

 

2. Change the POV (Point of View) 

 

a. by selecting any blue member available in the POV selection area.   

 

b. Or by clicking the pencil icon on the right top corner and selecting members from the drop-down menu  

 

 

3. Once member combination is selected, click on the forward arrow icon  to commit changes or Apply to save. 

 

  
 

Step 4. Updating Forecast (All input forms) 

1. Before adding information, confirm that the form contains the Forecast Adjustment Total Year Column and Forecast Adjustments 

Comments column (both white and editable) 

 

2. Enter the Forecast information on the Total Year column (expandable by open Month) and add any comments, if needed, in the 

Comments column 

3 
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3. Click Save to save the entered information. 

 

4. Click OK on the pop-up window confirming that the data has been saved to the form.   

 

 

By Account: 
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By Fund and Account: 
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By Project, Department, and Account: 
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By Department, Project, and Account: 
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Step 5. Reviewing Forecast 

 

Begin the process of reviewing the data entered in the input forms: 

 
1. Select one of the Consolidated Review (PL Hierarchy or Standard Hierarchy) forms at the top of the page.  

 

2. Select the POV where data was input or aggregated to. 
  

3. Review the Forecast Working Year Total column to display updated totals. 
 

4. Return to the Input forms to make updates as needed 

 

Consolidated Review – P&L Hierarchy: 
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Consolidated Review – Standard Hierarchy: 
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Non-Compensation - Input and Review 
Step 1.  

Click on the Current Year Forecast tile to begin.  

Step 2.  

Click on Non-Compensation 

 

 

 

Enter forecast amounts by Account, by Fund and Account, by Project Department and Account, or by Department Project and Account. These forms 

all work with the same datasets, but each presents a different way to view the data. Also, use one of the Consolidated Review forms to see total 

results. 
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1. By Account - Provides forecasting to a single Department (Subdepartment level), Fund, and Project by Account 

 

2. By Fund and Account - Provides forecasting to selected Department and Project by Funds and Account  

 

3. By Department, Project, and Account - Provides forecasting to selected Fund by Department, Project, and Account  

 

4. By Project, Department, and Account - Provides forecasting to selected Fund by Project, Department, and Account  

 

5. Consolidated Review – PL Hierarchy - Provides historical Actual and Revised Budget data, an overview of total forecast, as well as the variance of 

Forecast vs Revised Budget, all operating with the P&L alternate Account hierarchy. 

 

6. Consolidated Review – Standard Hierarchy - Provides historical Actual and Revised Budget data, an overview of total forecast, as well as the 

variance of Forecast vs Revised Budget, all operating with the standard Account hierarchy. 

 

 

Step 3. Selecting Input Forms and POV (All input forms) 

 

 

 
 

 

1. Select the desired form by clicking on the form title at the top of the page  

 

2. Change the POV (Point of View) 
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a. by selecting any blue member available in the POV selection area.   

 

b. Or by clicking the pencil icon on the right top corner and selecting members from the drop-down menu  

 

 

 

3. Once member combination is selected, click on the forward arrow icon  to commit changes or Apply to save. 

 

  
 

Step 4. Updating Forecast (All input forms) 

1. Before adding information, confirm that the form contains the Forecast Adjustment Total Year Column and Forecast Adjustments 

Comments column (both white and editable) 

 

2. Enter the Forecast information on the Total Year column (expandable by open Month) and add any comments, if needed, in the 

Comments column 

 

3. Click Save to save the entered information. 
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4. Click OK on the pop-up window confirming that the data has been saved to the form.   

 

 

By Account: 
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By Fund and Account: 
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By Project, Department, and Account: 
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By Department, Project, and Account: 
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Step 5. Reviewing Forecast 

 

Begin the process of reviewing the data entered in the input forms: 

 
1. Select one of the Consolidated Review (PL Hierarchy or Standard Hierarchy) forms at the top of the page.  

 

2. Select the POV where data was input or aggregated to. 
  

3. Review the Forecast Working Year Total  column to display updated totals. 
 

4. Return to the Input forms to make updates as needed 

 

Consolidated Review – P&L Hierarchy: 
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Consolidated Review – Standard Hierarchy: 
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GPR Revenue - Input and Review 
Step 1.  

Click on the Current Year Forecast tile to begin.  

Step 2.  

Click on GPR Revenue 

 

 

 

Enter forecast amounts by Account, by Fund and Account, by Project Department and Account, or by Department Project and Account. These forms 

all work with the same datasets, but each presents a different way to view the data. Also, use the Consolidated Review form to see total results. 
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1. By Account - Provides forecasting to a single Department (Subdepartment level), Fund, and Project by Account 

 

2. By Fund and Account - Provides forecasting to selected Department and Project by Funds and Account  

 

3. By Department, Project, and Account - Provides forecasting to selected Fund by Department, Project, and Account  

 

4. By Project, Department, and Account - Provides forecasting to selected Fund by Project, Department, and Account  

 

5. Consolidated Review – PL Hierarchy - Provides historical Actual and Revised Budget data, an overview of total forecast, as well as the variance of 

Forecast vs Revised Budget, all operating with the P&L alternate Account hierarchy. 

 

Step 3. Selecting Input Forms and POV (All input forms) 

 
 

 
 

 

1. Select the desired form by clicking on the form title at the top of the page  

 

2. Change the POV (Point of View) 
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a. by selecting any blue member available in the POV selection area.   

 

b. Or by clicking the pencil icon on the right top corner and selecting members from the drop-down menu  

 

 

3. Once member combination is selected, click on the forward arrow icon  to commit changes or Apply to save. 

 

  
 

Step 4. Updating Forecast (All input forms) 

1. Before adding information, confirm that the form contains the Forecast Adjustment Total Year Column and Forecast Adjustments 

Comments column (both white and editable) 

 

2. Enter the Forecast information on the Total Year column (expandable by open Month) and add any comments, if needed, in the 

Comments column 

 

3. Click Save to save the entered information. 

 

4. Click OK on the pop-up window confirming that the data has been saved to the form.   
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 By Account: 

 
 

 

 

By Fund and Account: 
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By Project, Department, and Account: 
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By Department, Project, and Account: 
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Step 5. Reviewing Forecast 

Begin the process of reviewing the data entered in the input forms: 

 

1. Select the Consolidated Review - PL Hierarchy form at the top of the page.  
 

2. Select the POV where data was input or aggregated to. 
  

3. Review the Forecast Working Year Total  column to display updated totals. 
 

4. Return to the Input forms to make updates as needed 

 

 

Consolidated Review – P&L Hierarchy: 
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Non-GPR Revenue – Input and Review 
Step 1.  

Click on the Current Year Forecast tile to begin.  

Step 2.  

Click on Non-GPR Revenue 

 

 

 

Enter forecast amounts by Account, by Fund and Account, by Project Department and Account, or by Department Project and Account. These forms 

all work with the same datasets, but each presents a different way to view the data. Also, use one of the Consolidated Review forms to see total 

results. 
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1. By Account - Provides forecasting to a single Department (Subdepartment level), Fund, and Project by Account 

 

2. By Fund and Account - Provides forecasting to selected Department and Project by Funds and Account  

 

3. By Department, Project, and Account - Provides forecasting to selected Fund by Department, Project, and Account  

 

4. By Project, Department, and Account - Provides forecasting to selected Fund by Project, Department, and Account  

 

5. Consolidated Review – PL Hierarchy - Provides historical Actual and Revised Budget data, an overview of total forecast, as well as the variance of 

Forecast vs Revised Budget, all operating with the P&L alternate Account hierarchy. 

 

6. Consolidated Review – Standard Hierarchy - Provides historical Actual and Revised Budget data, an overview of total forecast, as well as the 

variance of Forecast vs Revised Budget, all operating with the standard Account hierarchy. 

 

 

Step 3. Selecting Input Forms and POV (All input forms) 

 

 

 
 

 

1. Select the desired form by clicking on the form title at the top of the page  
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2. Change the POV (Point of View) 

 

a. by selecting any blue member available in the POV selection area.   

 

b. Or by clicking the pencil icon on the right top corner and selecting members from the drop-down menu  

 

 

3. Once member combination is selected, click on the forward arrow icon  to commit changes or Apply to save. 

 

  
 

Step 4. Updating Forecast (All input forms) 

1. Before adding information, confirm that the form contains the Forecast Adjustment Total Year Column and Forecast Adjustments 

Comments column (both white and editable) 

 

2. Enter the Forecast information on the Total Year column (expandable by open Month) and add any comments, if needed, in the 

Comments column 

 

3. Click Save to save the entered information. 
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4. Click OK on the pop-up window confirming that the data has been saved to the form.   

 

By Account: 
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By Fund and Account: 
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By Project, Department, and Account: 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 

2 

1 

3 



PlanUW                                                                                                                       Quick Reference Guide  

Page | 38  
 

By Department, Project, and Account: 
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Step 5. Reviewing Forecast 

Begin the process of reviewing the data entered in the input forms: 

 

1. Select one of the Consolidated Review (PL Hierarchy or Standard Hierarchy) forms at the top of the page.  
 

2. Select the POV where data was input or aggregated to. 
  

3. Review the Forecast Working Year Total column to display updated totals. 
 

4. Return to the Input forms to make updates as needed 

 

 

Consolidated Review – P&L Hierarchy: 
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Consolidated Review – Standard Hierarchy: 
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Forecast Review 
Step 1.  

Click on the Current Year Forecast tile to begin.  

Step 2.  

Click on Forecast Review 
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There are 5 forms available to choose from for review: 

 

 
 

 

1. Forecast Copy and Review – This tab includes two forms on one dashboard: 

a. Forecast Approval Status Tracker by Fund - Power Users can copy versions of their working Forecast so that it can no longer 

altered via the Input forms. Dependent on your security level, functionality may differ.  

b. Consolidated Review – Forecast Version Comparison – Review data between Forecast Working, Forecast Final, and Forecast 

Campus Review datasets. 

2. Forecast Approval Status Tracker- As you work through data entry, and finish your forecasting process the Forecast Status Tracker provides a 

snapshot into your progress. 

3. Consolidated Review – PL Hierarchy- Provides historical Budget and Actual data, an overview of total forecast, as well as the variance of Forecast 

vs Revised Budget and CY vs PY Actuals Year to Date, with the P&L alternate Account hierarchy. 

4. Consolidated Review – Standard Hierarchy- Provides historical Budget and Actual data, an overview of total forecast, as well as the variance of 

Forecast vs Revised Budget and CY vs PY Actuals Year to Date, with the standard Account hierarchy. 

5. Comment Review – Provides a way to see forecast adjustment comments, as well as archived comments.  

 

Step 3. Selecting Forms and POV (All review forms) 
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1. Select the desired form by clicking on the form title at the top of the page  

 

2. Change the POV (Point of View) 

 

a. by selecting any blue member available in the POV selection area.   

 

b. Or by clicking the pencil icon on the right top corner and selecting members from the drop-down menu  

 

 

3. Once member combination is selected, click on the forward arrow icon  to commit changes or Apply to save. 
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Step 4a. Forecast Copy and Review  

 
 

 
 

 

1. Select the Forecast Copy and Review by clicking on the form title at the top of the page  

 

2. Change the POV (Point of View) on the selected page by selecting any blue member available in the POV selection area. Since this is a 

dashboard, the POV selections are separate between the two forms.  

 

3. Click on the Actions menu, which is under this icon.  Your security level may impact this form’s functionality. 
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4. Select the option as needed: 
 

a. Copy to Campus Review – Copies the Working version to the Campus Review Version. 

 

b. Copy to Final – Copies the Working Version to the Final Version. 

 

c. Clear Campus Review – Clears the Campus Review version so that a new copy can be made. 

 
d. Clear Final – Clears the Final version so that a new copy can be made.  
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NOTE: Only Power users at their respective institutions can perform these actions.  
 

 

5. Review that the data in the form looks correct. 
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Step 4b. Forecast Approval Status Tracker 

Begin the process of reviewing the forms: 

 
1. Select the form at the top of the page.  

 

2. Review the status data displayed, make updates as needed using this form’s smartlist functionality. 
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Step 4c. Consolidated Forecast Review – PL Hierarchy 

Begin the process of reviewing the data entered in the input forms: 

 

1. Select the Consolidated Forecast Review - PL Hierarchy form at the top of the page.  
 

2. Select the POV where data was input or aggregated to. 
  

3. Review the Forecast Working Year Total  column to display updated totals. 
 

4. Return to the Input forms to make updates as needed 
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Step 4d. Consolidated Forecast Review – Standard Hierarchy 

Begin the process of reviewing the data entered in the input forms: 

 

1. Select the Consolidated Forecast Review - Standard Hierarchy form at the top of the page.  
 

2. Select the POV where data was input or aggregated to. 
  

3. Review the Forecast Working Year Total  column to display updated totals. 
 

4. Return to the Input forms to make updates as needed 
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Step 4e. Comment Review 

 
1. Select the Comment Review form at the top of the page.  

 

2. Select the POV where data was input. 
  

3. Review the archived comments columns, if available. 

 

4. Update the current comments as needed. 
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Forecast Reports 
Step 1.  

Click on the Current Year Forecast tile to begin.  

Step 2.  

Click on the Forecast Reports tile. 
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There are 14 reports available for review: 

 

1. P and L – In Year - Forecast 

2. Forecast vs. Actual 

3. Forecast vs. Budget (Revised and Final) 

4. UWS Fund Balance Report 

5. Forecast (Threshold) – Division 

6. Forecast (Threshold) – Division and Project 

7. Forecast (Threshold) – Department 

8. Forecast (Threshold) – Department and Project 

9. Forecast (Threshold) – Subdepartment 

10. Forecast (Threshold) – Subdepartment and Project 

11. Forecast Working vs. Previous Version 

12. Forecast vs. Actual – Selectable Version/Project 

13. Forecast vs. Budget (Revised and Final) – Selectable Version/Project 

14. P and L – In Year – Forecast – Selectable Version 

 

Step 3. Selecting Reports (All Reports) 

 

1. Select the desired Report by clicking on the form title at the top of the page. If you do not see the desired report, click on the different levels 

of reports available. 

  

2. Change the POV (Point of View) by selecting any blue member available on the top left of the form. 

 

1st Level: 
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2nd Level: 

 

 
 

 

3rd Level: 

 

 
 

 

 

 

 

1 

1 
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NOTE: When selecting a version, users should remember to always choose the Working, Final, Campus Review or one of the Monthly Forecast (ex. Feb 

Forecast)  versions. Selecting the other versions may only return partial or no information for the report.  
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3. Select the File Format (PDF, HTML, Excel) in the dropdown menu.  

 HTML format gives the user an HTML version of the report in the application. This version has the drill down functionality on select 

reports, which users can drill down a hierarchy. This format allows users to export to Excel that shows the report data in a Smartview 

query. 

 PDF format gives the user a PDF version of the report in the application, which is easily downloadable into a PDF file. 

 Excel format gives the user a link to an Excel file which shows report data in cells. Some formatting may not be available in th is report 

format. 

 

4. Review the report in the file format chosen. 
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Multi-Year Forecast 
 

 

 

 

 

 

 

 

 

 

   QRG   



PlanUW                                                                                                                       Quick Reference Guide  

Page | 58  
 

 

 

Salary, Wages & Fringe - Input and Review 
Step 1.  

Click on the Multi-Year Forecast tile to begin.  

Step 2.  

Click on Salary, Wages and Fringe 
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Enter forecast amounts by Account, by Fund and Account, by Project Department and Account, or by Department Project and Account. These forms 

all work with the same datasets, but each presents a different way to view the data. Also, use the Multi-Year Review form and Multi-Year Review 

Detail report to see total results.  

 

 

 

 

 

 

1. By Account - Provides forecasting to a single Department (Subdepartment level), Fund, and Project by Account 

 

2. By Fund and Account - Provides forecasting to selected Department and Project by Funds and Account  

 

3. By Department, Project, and Account - Provides forecasting to selected Fund by Department, Project, and Account  

 

4. By Project, Department, and Account - Provides forecasting to selected Fund by Project, Department, and Account  

 

5. Multi-Year Forecast Review - Provides historical Actual data, current year working forecast data, and forecast adjustment data for the multiple 

forecasting years, across different fund groups, with selectable Project and Department. 

 

6. Multi-Year Forecast Review - Details - Provides historical Actual data, current year working forecast data, and forecast adjustment data for the 

multiple forecasting years, with selectable Project, Fund, and Department, in a report format. 
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Step 3. Selecting Input Forms and POV (All input forms) 

 

  
 

 

1. Select the desired form by clicking on the form title at the top of the page  

 

2. Change the POV (Point of View) 

 

a. by selecting any blue member available in the POV selection area.   

 

b. Or by clicking the pencil icon on the right top corner and selecting members from the drop-down menu  

 

 

3. Once member combination is selected, click on the forward arrow icon  to commit changes or Apply to save. 
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Step 4. Updating Forecast (All input forms) 

1. Before adding information, confirm that the form contains the Forecast Adjustment Total Year Columns and Forecast Adjustments Multi-

Year Comments column (both white and editable) 

 

2. Enter the Forecast information on the Total Year column (expandable by open Month) and add any comments, if needed, in the 

Comments column 

 

3. Click Save to save the entered information. 

 

4. Click OK on the pop-up window confirming that the data has been saved to the form.   
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By Account: 
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By Fund and Account: 
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By Project, Department, and Account: 
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By Department, Project, and Account: 
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Step 5. Reviewing Forecast 

Begin the process of reviewing the data entered in the input forms: 

 

1. Select Multi-Year Forecast Review form at the top of the page.  
 

2. Select the POV where data was input or aggregated to. 
  

3. Review the Forecast Working Year Total and Forecast Adjustment columns to display updated totals. 
 

4. Return to the Input forms to make updates as needed 
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Another way to review the data is to open the report: 

1. Select Multi-Year Forecast Review - Details report at the top of the page.  
 

2. Select the POV where data was input or aggregated to, as well as the File Format. 
  

3. Review the Forecast Working Year Total and Forecast Adjustment columns to display updated totals. 
 

4. Return to the Input forms to make updates as needed 

 

 

 

 

1 
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Non-Compensation - Input and Review 
Step 1.  

Click on the Multi-Year Forecast tile to begin.  

Step 2.  

Click on Non-Compensation 
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Enter forecast amounts by Account, by Fund and Account, by Project Department and Account, or by Department Project and Account. These forms 

all work with the same datasets, but each presents a different way to view the data. Also, use the Multi-Year Review form and Multi-Year Review 

Detail report to see total results. 

 

1. By Account - Provides forecasting to a single Department (Subdepartment level), Fund, and Project by Account 

 

2. By Fund and Account - Provides forecasting to selected Department and Project by Funds and Account  

 

3. By Department, Project, and Account - Provides forecasting to selected Fund by Department, Project, and Account  

 

4. By Project, Department, and Account - Provides forecasting to selected Fund by Project, Department, and Account  

 

5. Multi-Year Forecast Review - Provides historical Actual data, current year working forecast data, and forecast adjustment data for the multiple 

forecasting years, across different fund groups, with selectable Project and Department. 

 

6. Multi-Year Forecast Review - Details - Provides historical Actual data, current year working forecast data, and forecast adjustment data for the 

multiple forecasting years, with selectable Project, Fund, and Department, in a report format. 

 

 

Step 3. Selecting Input Forms and POV (All input forms) 
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1. Select the desired form by clicking on the form title at the top of the page  

 

2. Change the POV (Point of View) 

 

a. by selecting any blue member available in the POV selection area.   

 

b. Or by clicking the pencil icon on the right top corner and selecting members from the drop-down menu  

 

 

 

3. Once member combination is selected, click on the forward arrow icon  to commit changes or Apply to save. 
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Step 4. Updating Forecast (All input forms) 

1. Before adding information, confirm that the form contains the Forecast Adjustment Total Year Column and Forecast Adjustments 

Comments column (both white and editable) 

 

2. Enter the Forecast information on the Total Year column (expandable by open Month) and add any comments, if needed, in the 

Comments column 

 

3. Click Save to save the entered information. 

 

4. Click OK on the pop-up window confirming that the data has been saved to the form.   

 

By Account: 
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By Fund and Account: 
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By Project, Department, and Account: 
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By Department, Project, and Account: 
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Step 5. Reviewing Forecast 

Begin the process of reviewing the data entered in the input forms: 

 

1. Select Multi-Year Forecast Review form at the top of the page.  
 

2. Select the POV where data was input or aggregated to. 
  

3. Review the Forecast Working Year Total and Forecast Adjustment columns to display updated totals. 
 

4. Return to the Input forms to make updates as needed 
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Another way to review the data is to open the report: 

1. Select Multi-Year Forecast Review - Details report at the top of the page.  
 

2. Select the POV where data was input or aggregated to, as well as the File Format. 
  

3. Review the Forecast Working Year Total and Forecast Adjustment columns to display updated totals. 
 

4. Return to the Input forms to make updates as needed 

 

 

 

 

1 
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GPR Revenue - Input and Review 
Step 1.  

Click on the Multi-Year Forecast tile to begin.  

Step 2.  

Click on GPR Revenue 

 

 

 

 

 

 

2 

1 

   QRG  



PlanUW                                                                                                                       Quick Reference Guide  

Page | 78  
 

 

 

Enter forecast amounts by Account, by Fund and Account, by Project Department and Account, or by Department Project and Account. These forms 

all work with the same datasets, but each presents a different way to view the data. Also, use the Multi-Year Review form and Multi-Year Review 

Detail report to see total results. 

 

1. By Account - Provides forecasting to a single Department (Subdepartment level), Fund, and Project by Account 

 

2. By Fund and Account - Provides forecasting to selected Department and Project by Funds and Account  

 

3. By Department, Project, and Account - Provides forecasting to selected Fund by Department, Project, and Account  

 

4. By Project, Department, and Account - Provides forecasting to selected Fund by Project, Department, and Account  

 

5. Multi-Year Forecast Review - Provides historical Actual data, current year working forecast data, and forecast adjustment data for the multiple 

forecasting years, across different fund groups, with selectable Project and Department. 

 

6. Multi-Year Forecast Review - Details - Provides historical Actual data, current year working forecast data, and forecast adjustment data for the 

multiple forecasting years, with selectable Project, Fund, and Department, in a report format. 

 

Step 3. Selecting Input Forms and POV (All input forms) 
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1. Select the desired form by clicking on the form title at the top of the page  

 

2. Change the POV (Point of View) 

 

a. by selecting any blue member available in the POV selection area.   

 

b. Or by clicking the pencil icon on the right top corner and selecting members from the drop-down menu  

 

 

3. Once member combination is selected, click on the forward arrow icon  to commit changes or Apply to save. 
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Step 4. Updating Forecast (All input forms) 

1. Before adding information, confirm that the form contains the Forecast Adjustment Total Year Column and Forecast Adjustments 

Comments column (both white and editable) 

 

2. Enter the Forecast information on the Total Year column (expandable by open Month) and add any comments, if needed, in the 

Comments column 

 

3. Click Save to save the entered information. 

 

4. Click OK on the pop-up window confirming that the data has been saved to the form.   

 

 By Account:
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By Fund and Account: 

 
 

 

 

By Project, Department, and Account: 
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By Department, Project, and Account: 

 
 

 
 

 

 

4 



PlanUW                                                                                                                       Quick Reference Guide  

Page | 83  
 

Step 5. Reviewing Forecast 

Begin the process of reviewing the data entered in the input forms: 

 

1. Select Multi-Year Forecast Review form at the top of the page.  
 

2. Select the POV where data was input or aggregated to. 
  

3. Review the Forecast Working Year Total and Forecast Adjustment columns to display updated totals. 
 

4. Return to the Input forms to make updates as needed 
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Another way to review the data is to open the report: 

1. Select Multi-Year Forecast Review - Details report at the top of the page.  
 

2. Select the POV where data was input or aggregated to, as well as the File Format. 
  

3. Review the Forecast Working Year Total and Forecast Adjustment columns to display updated totals. 
 

4. Return to the Input forms to make updates as needed 
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Non-GPR Revenue – Input and Review 
Step 1.  

Click on the Multi-Year Forecast tile to begin.  

Step 2.  

Click on Non-GPR Revenue 
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Enter forecast amounts by Account, by Fund and Account, by Project Department and Account, or by Department Project and Account. These forms 

all work with the same datasets, but each presents a different way to view the data. Also, use the Multi-Year Review form and Multi-Year Review 

Detail report to see total results. 

 

1. By Account - Provides forecasting to a single Department (Subdepartment level), Fund, and Project by Account 

 

2. By Fund and Account - Provides forecasting to selected Department and Project by Funds and Account  

 

3. By Department, Project, and Account - Provides forecasting to selected Fund by Department, Project, and Account  

 

4. By Project, Department, and Account - Provides forecasting to selected Fund by Project, Department, and Account  

 

5. Multi-Year Forecast Review - Provides historical Actual data, current year working forecast data, and forecast adjustment data for the multiple 

forecasting years, across different fund groups, with selectable Project and Department. 

 

6. Multi-Year Forecast Review - Details - Provides historical Actual data, current year working forecast data, and forecast adjustment data for the 

multiple forecasting years, with selectable Project, Fund, and Department, in a report format. 
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Step 3. Selecting Input Forms and POV (All input forms) 

 

 
 

 

1. Select the desired form by clicking on the form title at the top of the page  

 

2. Change the POV (Point of View) 

 

a. by selecting any blue member available in the POV selection area.   

 

b. Or by clicking the pencil icon on the right top corner and selecting members from the drop-down menu  

 

 

3. Once member combination is selected, click on the forward arrow icon  to commit changes or Apply to save. 
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Step 4. Updating Forecast (All input forms) 

1. Before adding information, confirm that the form contains the Forecast Adjustment Total Year Column and Forecast Adjustments 

Comments column (both white and editable) 

 

2. Enter the Forecast information on the Total Year column (expandable by open Month) and add any comments, if needed, in the 

Comments column 

 

3. Click Save to save the entered information. 

 

4. Click OK on the pop-up window confirming that the data has been saved to the form.   
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By Account: 
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By Fund and Account: 
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By Project, Department, and Account: 
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By Department, Project, and Account: 
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Step 5. Reviewing Forecast 

Begin the process of reviewing the data entered in the input forms: 

 

1. Select Multi-Year Forecast Review form at the top of the page.  
 

2. Select the POV where data was input or aggregated to. 
  

3. Review the Forecast Working Year Total and Forecast Adjustment columns to display updated totals. 
 

4. Return to the Input forms to make updates as needed 
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Another way to review the data is to open the report: 

1. Select Multi-Year Forecast Review - Details report at the top of the page.  
 

2. Select the POV where data was input or aggregated to, as well as the File Format. 
  

3. Review the Forecast Working Year Total and Forecast Adjustment columns to display updated totals. 
 

4. Return to the Input forms to make updates as needed 

 

 

 

1 
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Forecast Review 
Step 1.  

Click on the Multi-Year Forecast tile to begin.  

Step 2.  

Click on Forecast Review 
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Here there is a form available to review data: 

 

 

1. Multi-Year Review - Provides historical Actual data, current year working forecast data, and forecast adjustment data for the multiple forecasting years, 

across different fund groups, with selectable Project and Department. 
 

 

Step 3. Selecting Forms and POV (All review forms) 

 
 

1. Select the desired form by clicking on the form title at the top of the page  

 

2. Change the POV (Point of View) 

 

a. by selecting any blue member available in the POV selection area.   

 

b. Or by clicking the pencil icon on the right top corner and selecting members from the drop-down menu  
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3. Once member combination is selected, click on the forward arrow icon  to commit changes or Apply to save. 
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Step 4. Multi-Year Review 

Begin the process of reviewing the data entered in the input forms: 

 

1. Select the Multi-Year Review form at the top of the page.  
 

2. Select the POV where data was input or aggregated to. 
  

3. Review the Forecast Working Total Year and Forecast Adjustment columns to display updated totals. 
 

4. Return to the Input forms to make updates as needed 
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 Forecast Reports 
Step 1.  

Click on the Multi-Year Forecast tile to begin.  

Step 2.  

Click on the Forecast Reports tile. 

 

 

   

There are 2 reports available for review: 

 

1. Multi-Year Forecast – Overview 

2. Multi-Year Forecast – Details  

 

2 
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Step 3. Selecting Reports (All Reports) 

 

1. Select the desired Report by clicking on the form title at the top of the page. If you do not see the desired report, click on the different 

levels of reports available. 

  

2. Change the POV (Point of View) by selecting any blue member available on the top left of the form. 
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NOTE: When selecting a version, users should remember to always choose the Working, Final, Campus Review or one of the Monthly Forecast (ex. 

Feb Forecast)  versions. Selecting the other versions may only return partial or no information for the report.  

3. Select the File Format (PDF, HTML, Excel) in the dropdown menu.  

 HTML format gives the user an HTML version of the report in the application. This version has the drill down functionality on select 

reports, which users can drill down a hierarchy. This format allows users to export to Excel that shows the report data in a 

Smartview query. 

 PDF format gives the user a PDF version of the report in the application, which is easily downloadable into a PDF file. 

 Excel format gives the user a link to an Excel file which shows report data in cells. Some formatting may not be available in th is 

report format. 

 

4. Review the report in the file format chosen. 
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Action Menus 
 

There are additional functions available on select forms called action menus. Action menus allow the user to perform business rules that help in the 

forecasting process.  

 

Some of these rules, which are only available to power users, were described in the Forecast Review subsection of the Current Year Forecast 

section. This section will describe two actions that can be performed by planning users and power users, but not viewers. 

 

 

 

Open Forecast Accounts 
 

Step 1.  

Click on either the Current Year Forecast or Multi-Year Forecast tile to begin.  
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Step 2.  

Click on one of the Salary Wages and Fringe, Non-Compensation, or Non-GPR Revenue tiles.  

 

 

 

Step 3.  

Select one of the following forms: 

 By Fund and Account 

 By Project, Department, and Account 

 By Department, Project and Account 
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Step 4.  

Locate an intersection that you would like to open forecast accounts on from the form.  
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Step 5.  

1. Click the Actions button 

2. Click Open Forecast Accounts 
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Step 6.  

1. Enter the correct members in the text boxes where you will open the forecast accounts. 

2. Click the Launch button  

 

 

Step 7.  

You should get a message that the rule ran successfully. Click  OK. 
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Now, review that this intersection now has opened forecast accounts: 

 

Remove Forecast Accounts 
 

Step 1.  

Click on either the Current Year Forecast or Multi-Year Forecast tile to begin.  

 
   QRG  
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Step 2.  

Click on one of the Salary Wages and Fringe, Non-Compensation, or Non-GPR Revenue tiles.  

 

 

 

Step 3.  

Select one of the following forms: 

 By Fund and Account 

 By Project, Department, and Account 

 By Department, Project and Account 
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Step 4.  

Locate an intersection from which you would like to remove forecast accounts on the form.  
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Step 5.  

3. Click the Actions button 

4. Click Remove Forecast Accounts 
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Step 6.  

3. Enter the correct members in the text boxes where you will remove the forecast accounts. 

4. Click the Launch button  

 

 

Step 7.  

You should get a message that the rule ran successfully. Click OK. 
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Now, review that this intersection now has opened forecast accounts: 
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Smart View Visual Reference 
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SMART VIEW HOME PAGE 
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PLANNING TAB ICON DESCRIPTION 
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1. Zoom In – Retriev e data for the selected members as specified for Zoom In Lev el in Smart View  Options, or select from the drop-dow n menu. 

2. Zoom Out – Zoom out on data in the selected cell. 

3. Member Selection – Select members for the POV. 

4. Cascade – Create separate reports for members of one dimension on separate sheets in a w orksheet. You can cascade reports in the current w orkbook or in a new  w orkbook. 

5. Cell Actions – Perform actions on or v iew  information associated w ith the selected cell.  

6. Submit Data – Sav e data updates in the w orksheet to the data source. 

7. Task List – Guide users through their process. 

8. Pivot – Piv ot a dimension or member. 

9. Remove Only – Delete all selected member and associated data. 

10. Keep Only – Delete all members and associated data ex cept the selected members.  

11. Change Alias – Select an alias table for the grid. 

12. Refresh – Refresh the data on the current w orksheet from the data source. 

13. Adjust – Select options for adjusting the v alue of the selected data cells.  

14. Calculate – Select options for calculating data. 

15. POV – Use dropdow ns to choose members. 
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SMART VIEW TAB ICON DESCRIPTION 

 

 

 

1. Panel – Access and manage shared and private connections, task lists, and extensions. 

2. Undo – Undo the previous ad hoc operation. 

3. Sheet Info – Display general and connection info for worksheet. 

4. Connections – Display active or recently used connections, reset the current connection to default, or access Reporting and Analysis 

documents. 

5. Submit Data – Data should be entered at Level 0 and submitted once the spreadsheet is completed. 

6. Options – Set a variety of options for working with Smart View including Member, Data, Advanced, Formatting, Cell Style and Extension 

Options. 

7. Panel – Access and manage shared and private connections, task lists, and extensions

1 2 3 

4 

5 6 
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Smart View Data Entry 
To enter data in a form via Smart View: 

1. Access a form in Smart View by either: 

a. Clicking Actions menu on a form in the application, then clicking Open in Smart View 

 

 

b. Opening Excel, logging into Smart View, and selecting a form in the Panel.  
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2. Enter data into a yellow cell on the form. When you click enter, the cell color should change to a 

darker shade of yellow. 

 

 

3. Click the Submit button on the top of the screen. The data is now saved and the cell should go 

back to the lighter shade of yellow. 

 

 


