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Goals

= Know how supplemental data can work for you
= Understand what each option is useful for
= Learn how to set up notes, files, and categories




Why all this extra data?

Notes

Files

Categories




What are these?

What is supplemental data?

= Notes
= Written information to or from the budgetholder
= Multiple kinds of notes at different levels available
* ... From the budgetholder
* ... From the administrator
* ... From XLerant

= Files
= Documents to or from the budgetholder that explain, enhance, or support a budget

= Categories
= Administrator-defined list of topics
= Used by budgetholderto ‘tag’ accounts that are related to each other




Benefits

What are the benefits of suppiementing budgets with notes, fiies, and categories?

= Better understanding
= Your budgetholders are closer to the conditions on the ground.
= Knowing why they made their decisions makes the budget more informative

= Less follow-up
= |f your budgetholders have already given their explanations, then you don’t need to
= Roll-up unit budgetholders don’t need to ask the base unit budgetholders for details

= Better budgets

= Your budgetholders can better follow the budget process if you provide extra guidance
within the system




Notes overview

What kinds of notes are available?

Note Types

= User-entered
* Account notes
* Budget-level notes
* Budget-level user notes
* Context-specific notes
= Administrator-entered
* Accountinstructions
* Administrator notes
= System messages
* System notes

We’ll start by going over the different kinds of notes available in BudgetPak. There are
three broad kinds of notes: notes that your budgetholders can enter or read, notes that

the administrator enters for the budgetholders to see, and notes that XLerant provides.
We'll go over each of these in turn.



Note types:

= User-entered
Account
- Diidaat_laval
+ Budget-level

¢ Budget-level user

¢ Context-specific

= Administrator-entered
* Account instructions

* Administrator notes

= System messages

Using Notes

= Most precise information

= You can make these mandatory on an account-by-
account basis

Update Website Design | ook | & oiscors | Bciose | nee |

onsists of 4 line items. To view these line items, proceed through each step, one at a time. On each step you will view a

This Act

Line item 1 of 4 Line item 2 of 4 Line item 3 of 4 Line item 4 of 4
Step 2 (optional)
Consulting Fees 4300 @
s selocs:Gein o el et mathios bialows:and iise TE:to Gestorats Would you like to make a note about this line item? If 5o, enter your note here.
1t will be printed on some reports. You may enter up to 8000 characters.
the annual amount for this line item.

External Design Consultant

By annual amount
e: |Enter annual amount here: $35000 5

By percent increase
Note: The 'By percent increase' option is not available because the percent increase basis|
version annual amount is not available or is zero.
Category
By annual amount per head
By line item detail : As of ategory description
y Your budgeted headcount: el 460
By driver x rate. Click ‘Select' to choose categories
Enter your annual amount per head here: §784.75
Sl (This year's annual amount: $35,000

We call accounts ‘line items’ on the user side, but on the administrator side, we call
them accounts, such as the Configure Accounts page. Account notes are the most

precise, targeted data the user can enter, explaining exactly what their thought process

was for a given annual number. If you want to ensure that users must justify some
particular account, you can mark the account note as ‘mandatory’ on the Configure
Accounts page. If you do, then users will not be able to sign off on their budget until
they’ve entered a note to explain that account. In this example, an ActionPak named
‘Update Website Design’ is noting that an external design consultant will be required,
hence having a ‘Consulting fees’ item. Since all of the accounts in a given ActionPak

were selected by a user, it’s often helpful to have the user explaining why they needed

to include that account.




Note types:

= User-entered

¢ Account
Disdoas lawal
Budget-level

Budget-level user

¢ Context-specific

= Administrator-entered

* Account instructio

= System messages

Navigation

Smith, James (Smith)

ns

* Administrator notes

ActionPaks

what if...?

40-400: IT Support

Using Notes

Budget process and high-level information
= Info that affects multiple line items
= Info about signing off, approving, etc

= Can be entered by admins ahead of time

View/edit drivers Across the board (all line items) Monthly spreading (all line items) Notes Files (1/0)

=

Last Edited

3/31/2017 202 PM There are a lot of complicated plan... [ea] [

These notes are for a single version and unit at a time. For example, a user in the IT

Support unit might want to make an overall note that they anticipate a large number of

major projects, and so will have many line items that are above the baseline percent
increase. Conversely, an administrator might enter a note into the unit before the
budget process begins, directing the user to keep their overall total flat, but allowing
them to reallocate funds within their unit if needed.




Budget Notes

Budget process and high-level information: rolling up

Company: | Stamford University v | 19 units configured (12 base, 7 rollup)

Unit code Description

=l Stamford University Stamford University
=-ADM Administration

President's Office
0-2 Marketing
0-900 Finance & Controller

Operations

Facilities & Grounds

IT Support
ACA Academic Affairs
- A&S College of Arts & Sciences
10-700 Psychology
20-800 Endowed Chair - Arts
=BUS College Of Business

Entrepreneurship

30-1001 International Business-Japan Campus
=-RSL Residential & Student Life
40-300 Student Affairs
40-600 Intramurals & Club Sports

® |n arollup unit, the notes from
any unit below can be seen

= Each note shows who entered it,
when, and what unit it was
entered in

= Company unit gets perspective on
the budget process as a whole

Rolling up:

In a rollup unit, you automatically get to see any notes that were entered at a lower
level. That way, rollup unit budgetholders can see all of the decisions that went into the
lower-level budgets. They can also see how the process went; if people entered notes

when they signed off, approved, or revoked either of those, then the higher-level

budgetholder can tell whether everything went cleanly or if there was a lot of back and
forth. When you look at the company unit, this can give you a lot of company-wide

perspective on thought processes and the budget process as a whole.




Budget Notes

Budget process and high-level information: rolling down

Company: | Stamford University

= Stamford University

<-ADM
10-100
10-200

10-900
=-OPS
10-500
40-400
-ACA
-A&S
10-700
20-800

v | 19 units configured (12 base, 7 rollup)

Unit code ‘ Description

Stamford University
Administration
President’s Office
Marketing

Finance & Controller
Operations

Facilities & Grounds
IT Support
Academic Affairs
College of Arts & Sciences
Psychology

Endowed Chair - Arts
College Of Business
Entrepreneurship

d Chair Business

International Business-Japan Campus

Residential & Student Life
Student Affairs

Intramurals & Club Sports

= Notes entered into a rollup unit can be
rolled down to show them in child units

* Allows rollup unit budgetholders to
provide localized feedback about the
budget process, either before or after
the approval process starts

* Admin-entered notes can do this too

10

Rolling down:

Notes entered into a rollup unit can optionally be rolled down to show them in child
units. That way, budgetholders in higher-level units can give feedback to the users
whose budgets make up that higher-level budget. For example, “Everyone needs to
reduce consulting costs by 5% this year” or “Remember to factor in the special
seminars this fall.” This can happen before or after the approval process starts.

System administrators can also enter notes, which can roll down too. This can be very

useful for pre-emptively adding notes to inform users about department-specific
decisions that might not apply to the entire organization.

10



Note types:

User-entered
¢ Account

tdoat lava

=1
puGget-ieve

* Budget-level user

¢ Context-specific

Administrator-entered
* Account instructions

* Administrator notes

System messages

Select a version

Ruitdont_| v_antarad nat
UUUSCL 1 ITCIILCICTWU 11VL

= Not centrally controlled

= Not part of reporting

[N I - Ny [pepappy | PR MR N Ny M [
= rigri-ievel rermnuers vy uie puugel

Using Notes

6 2017 Final Budget

udget - Growth P

0 |2017 Actuals
2017 Target Budget

Fr20168-20 |20

udget
Fr2014R-7

FY2014R-12 2016 Actuals

Here are the different versions you can view.

A

20170r

and work with For unit 'IT Support”:

1 ®

2170raft 2

20170raft 3

A0 |20

a0 |2

8 |2017]

A0 |20

A0 |20

1/5/20173:18PM | Administratt

Skipped this one.

jmmleml (] cmlimml ]
g
U

(et Cnew ) o) com ) Cotetars )

11

Version-level notes are useful for users who wants to add reminders about the budget
process itself, such as ‘need to revise this’ or ‘This came out too high. These don’t

appear on reports or in the configuration pages.

11



= User-entered

= Administrator-entered

.

= System messages

Laptops
Laptops

Laptops

Note types:

Shopping list

For each item you added, designate the quantity and the date it will be placed into service.

Projectors

Account
o o Cantav ifir infAarmatian
DuugeLievel WUIILCTAL 1HIG 1Hnivitriauivii

=Ccrnnr
=Spcul
Budget-level user
e

= Employee notes

Context-specific

= Such as ‘Bob is retiring’ or
‘Alice earned a Tier Il bonus’

Account instructions
Administrator notes

= Driver notes

= Such as ‘We expect extra
travel this year’

= Asset notes

Using Notes

Current employees

as of 12/31/2009:

Current employees Filter

10/4/2009 179,538

1/8/2009 $10,568
4/6/1990 $186,698
1/8/2009 N/A - 150,000
4/1/2009 $102
4/7/1989 $168,000
5/6/2003 $190,400
4/6/1987
1/1/1956

9/15/2009

$20,680
N/A - 34,800
$19,500
$20,680

3/6/1991 12/15/2011

ElEEEEEE EEEEE]

Humpledinck, Phibert 1/17/2009 $33,261,520

1024x768 LCD Projector 3 Year $7,000 1 1/1/2009 | [EGfl The old one s due for replacement
Developer laptop 5 Year $3,000 1 1172009 | [E8fl2ack's laptop is faiing

Multimedia laptop 3 Year $2,500 1 7/1/2009 | [EGJJlExpected regular turnover
Multimedia laptop 3 Year $2,500 1 1/1/2009 | [EGf|Media center added more space
Standard laptop 3 Year $2,000 1 1/1/2009 | [EBf|Media center added more space
PC with monitor 3Year $2,000 1 1/1/2009 | [EBflmedia center added more space
PC with monitor 3 Year $2,000 1 7/1j2009 i

Expected reguiar turnover 1

[ o |goreny

Delete from

2,333 peete )
600 pelete |
$417 | Delete )
33 pelete )
$667(__ pelete )
667 pelete )
$353(__ pelete

12

Administrators can add instructions to accounts, such as ‘all expenses for this account
must be justified’ or ‘always use driver-times-rate for this account.” These instructions
will cause a warning icon to appear on the budget section for the user, which they can

hover over to read the instructions.

You can add notes to specific employees to explain details like why a new hire was
needed, why someone is departing, or why their salary is outside of their salary grade.
This can also be particularly useful to explain outliers, such as unusual raises or

instances of parental leave.

Another place where you can enter notes is in the drivers. The administrator can mark a
driver as being editable in a given unit for a given driver set. If the user then chooses to
edit the value of that driver, it can be very helpful to know why. For example, if you
have a ‘number of advertising campaigns’ driver that defaults to 0, it could be
important to know that the IT Department expects to run an internal campaign warning

everyone about the dangers of phishing.

You can also enter notes about asset requests, such as explaining the timing of a

purchase or why they were required.

12



Note types:

= User-entered

¢ Account

. idoat laval

D,
puUGget-ieve:

¢ Context-specific

= Administrator-entered

= System messages

¢ Budget-level user

Account instructions

* Administrator notes

Using Notes

Details on an account for all units such as...

= Preferred budget method (annual, % incr, etc)

= Exceptionsto general defaults

= Further explanations

Consulting

Please select one of the budget methods below and

the annuai amount for this iine item.

Select budget
methods from here:

By annual amount
By percent increase
By per head

By line item detail

By driver x rate

By rows and columns

Step 2 (optional)

line item? If so, enter your note here.

By annual amount

| You must use 'line item detail’ and specify exactly which consultants you are requesting and how much
| for each one. Be sure to spread these details individually as well,

u ay enter up to 8000 characters.

]l

Enter annual amount here: SLALL
By percent increase
2008 Forecast annual amount: $§1,369,233
Enter your percent increase/decrease: 1768% o $242127
2009 Drait Budget i annuai amount: $1,611,360
By annual amount per head

§ As of
Your budgeted headcount: T e 8
Enter your annual amount per head here: $201,420.01
This year's annual amount: $1,611,360
Last year's annual amount was $1,369,233. With the current headcount, this would be
$171,154 per head.

m Import notes from prior budgets

13

You can attach instructions to specific accounts via the Configure Accounts page. These

instructions will be displayed when a user goes into a specific section to do their
budgeting. This will apply across all versions and all units that use that account. For

example, you might have a ‘consulting’ account, and want to make sure that your users
explicitly tell you which consultants they plan to retain, and how much each one will be
paid. You can include an account instruction telling them to use the budget method ‘by

line item detail’ and to include all of that information when they do. Your users can’t
modify this information.

13



Note types:

= User-entered
¢ Account
Budget-level
Budget-level user

¢ Context-specific

= Administrator-entered
* Account instructions

* Administrator notes

= System messages

The last company you were working with
was:

Stamford University

The last unit you were working with was:

40-400: IT Suppor

The last version you were working with was:

2017 Draft 1

You have important messages!

View your messages

Budget Submission Round 1: Due Sept 15th
Budget Submission Round 2: Due Oct 15th

Refer to the "Stamford University Strategic
Plan" document in your Filec area for detaile on

budgeting to strategy.

Contact your Finance team with any questions.

Using Notes

Organization-wide information such as...
= |mportant dates in the budget process
= Process reminders (Zero-based, or %)

= Who to contact

14

BudgetPak administrators can set system-wide notes to appear on the home screen,
the first thing users see after logging in. You can set this text on the ‘Configure notes
and files’ page, under the ‘Notes’ tab. This can be a long message, but we recommend
not making users scroll through too much. Keep it to the most important details —
usually the key dates in the budget process, any system-wide information about the
process to use, and who to contact with any problems.

14



Note types:

Using Notes
= User-entered

* Account

Information from Xlerant

D, +
puUGget-ieve:

Budget-level user . .
®= Maintenance warnings

Context-specific

* Administrator-entered = Sysadmin warnings (new) — real-time information
e L visible from any page in BudgetPak
* Administrator notes
he system is about to go down for maintenance. Please save your work and log out.
= System messages BudgetPak"

Budget. Forecast. Report.

A scheduled system maintenance interval began at Friday, March 31
il 1.00:00 EDT. During this period, BudgetPak will be unavailable, and
nk you for your patience as we work to further improve senice, and apologize for

00:00 EDT and

15

Unlike the other note types, system notes are entered by XLerant. The most common of
these are the maintenance warnings that appear on the login screen to indicate when
then system will be undergoing maintenance or other special events. If anyone was
budgeting on April first this year —and we’re sorry you were working over the weekend
if you were —then you may have noticed our annual joke warning.

Beginning with our next release, we’ll also have a new ‘sysadmin warning,” which will
appear across the top of the screen. This will be so that XLerant’s system administrators
have a way to deliver messages in real time to users who are currently in the system.
For example, if we’re about to update BudgetPak and someone is still in the system
despite the maintenance warnings, we can use the sysadmin warnings to let them
know that the system is about to be restarted.

15



Including files in your budget
= Save any type of file inside BudgetPak alongside the budget it relates to
= Finance provides guidance and information to budgetholders

= Budgetholders provide explanation and support for their budgets

Files m

ad or download files from your budget. Depending on your user-privileges, you may manage only your files or al

Here
creat

File storage space used: 3.20 MB out of 40 MB (8 % full).

User files

[__wosd |
Rolldown
Filename (click to download) File size to child Has mappings Mappings
units
photoJPG 17MB | 700:Executive Smith, James (Smith) [ Mappings Deete
verbt oM 700 : Executive Smith, James (Smith) ((Mappings | [ Deete |
— [ ——
Important ingtructions sbout our omB 700 : Executive Smith, James (Smith) [ Mappings | Deete

budget process.txt

16

Moving on to files now, which is another important way to communicate data within
BudgetPak above and beyond the raw numbers. You can upload files into BudgetPak,
either as an administrator loading files to provide information or guidance to your
users, or as a user providing a file that helps highlight some element of their budget.
The ‘Files’ menu is available from within any budget, on the Budget Navigation Toolbar.
There’s no restriction on what kinds of files you want to upload; you can put up text
files, PDFs, images, or anything else that makes your budget process more effective.

You can also map a given file to a specific accounts, to indicate exactly what data is
being informed by the file.

16



Files examples
1

Example uses for files

= Supplemental information
* E.g. Travel documentation

= Guidance from Finance
* E.g. Strategic objectives
= Account details
* E.g. Directions on budget
methods
= Reduces “Versionitis”

* E.g. Tethera model ata
specific pointin time to the
budget it informs

17

Let users provide supplemental information of any type, including images. For example,
if there’s a ‘User conference’ ActionPak, then a user might want to upload
documentation listing their travel itinerary and known costs to provide additional
justification for that account.

Provide direction across units. For example, an administrator could upload a ‘Budget
guidelines 2017’ document that includes dates, contact information, and instructions
on which budget method to use.

Associate files with specific line items. In the ‘User conference’ example, the user could
attach their itinerary directly to that ActionPak, making it clear which accounts are
affected by those documents and making it easy for a reviewer in that account to
identify the supplemental information that’s relevant.

Upload external models to store them with the budgets they affect. A document that
gathers together data from multiple sources to provide a final number for some
account might be loaded into BudgetPak so that the mathematical reason for that
number gets preserved, instead of being left in some network drive somewhere,
subject to possibly being altered later and losing the connection between the model’s
output and the number in BudgetPak.

17



Differences in using files

Differences between admin-supplied files and budgetholder-supplied files

*Upload files in advance
Al reehiles *Assign files to units

*Roll down as desired

*Upload files while budgeting
User-supplied files )
*Part of their own budget

*Automatically rolls up

*Can roll down

18
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Considerations when
using files

Factors to bear in mind

* You have 50 gigs of storage space for all of your organization’s files across the entire system
* Any user in a given unit can see any file associated with that unit, so don’t upload

confidential information

19
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What are categories?
Understanding categories

= Admin-defined groupings
= Budgetholder-defined associations
= Tag individual accounts with zero or more categories

= Can tag different accounts in different units or versions

Category code Category description

Create a diverse environment that encourages both student
and faculty success

Promotes the university's distinctive identity to enhance
institutional and program recognition at the national level
Build, operate, and maintain a safe, sustainable and accessible
Strategic Initiative : 3 physical and technological infrastructure that supports
high-caliber learning

Achieve a sustainable financial model that allows the university

Strategic Initiative : 1

Strategic Initiative : 2

Strategic Initiative : 4 to realize its' vision while maintaining quality and affordability
for the students it serves
Growth Growth Plan
Transform Transformation Plan 20

Another useful tool for making your budget more informative is the use of categories.
In BudgetPak, categories are pre-defined tags that your users can apply within a budget
at the individual account level. On the Configuration side, you create the categories;
your users can then select any categories that apply to a given account. You can define
as many categories as you want, and your users can associate as many categories with
an account as they want.

20



Categories

Step 2 (optional)

Would you like to make a note about this line item? If so, enter your note here.
It will be printed on some reports. You may enter up to 8000 characters.

Using categories

Benefits of categories

[ dit | import notes from prior budgets | = Let finance see what line items

Catego : : :
o8 are associated with strategic

Category code Category description

Create a diverse environment that encourages both

student and faculty success =

Build, operate, and maintain a safe, sustainable and
Strategic Initiative : 3 ble physical and technological infi that

initiatives

Strategic Initiative : 1

= Let budgetholders associate line

T W PN Ry W o iiimta
P ILEIMS WILH Concepud orn d urit-

Line item usage
1 other ActionPak also uses this line . .
e by-unit basis
Total from other areas:
Hotet frony hece SE300.000 = Consolidate account data by
Total for this line item: $1,500,000

21

category within a budget

For example, it might be important to identify which items are paid for by government
grants, charitable donations, or by your organization’s normal funding process. You can
create these as categories — and you can make new categories for every fiscal year, if
your categories change. Then in the budget section, your users can associate specific
accounts with categories. They can mark more than one category if multiple items
apply.

Your users also get the option to assign these categories on a budget-by-budget basis. If
the IT department funds salaries from the general fund, but the Community Outreach
department funds salaries from charitable donations, your users can indicate that
instead of having it be associated with the account in all cases.

By using categories, you can consolidate information across multiple units in a way that
the regular account structure and even ActionPaks might not allow. Category data can
be retrieved via myXL, or, starting in our next release, you can run the category
consolidating report to get your category information across multiple units in one shot.

Using categories lets you have designed flexibility, where you can provide a limited list
of options for associations, but let your users provide input within that framework.
Account notes are sometimes too flexible, when you want to group your account data
into specific ‘buckets.

21
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Thank you!
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