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Before We Begin
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Sign the attendance sheet at the 
beginning and end of the session.

Refrain from engaging in 
disruptive side conversations.

Silence cell phones, and minimize 
usage of cell phones and laptops 
for unrelated tasks during the 
session.

Check your e-mail during breaks 
only.

Participate actively, and share 
your experiences.

Complete the post-training survey 
prior to leaving this session.
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Expectations
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Let us see the expectations from this session.

• Frame exercises in standard UCOP scenarios

• Equip staff for the new system

• Discuss Expense Budgeting

• Rely on active staff involvement

This Training WILL….
• Address ALL possible scenarios

• Be the end of learning and ongoing support

• Be a passive occasion 

This Training WILL NOT…



Expense Budgeting |

Course Agenda
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Here is the agenda for today’s session. Delivery Type: 
ILTLesson Covered Topics / Processes 

Expense Budgeting

• Navigating to Expense Budgeting Task List
• Entering the data across different accounts for Expense Budget Accounts and saving the data.
• Reviewing the data in reports
• Submitting total Budget

Expense Budget 
Review • Navigating to Expense Budget Review Task List

• Reviewing Total Expense Budget across different scenarios
• Review Expense Reports
• Approve/Reject the Budget Submitted



Expense Budgeting |

• Enter Expense across various Expense Categories 

• Enter Expense by fund and fund type

• Enter Expense by time period (i.e., quarterly, monthly, etc.)

• Review the Total Expense Budget

• Review the Dynamic Variance Report and Variance Report by Fund reports

Course Objectives

5

Upon completing this course, you will be able to:
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Key Terms
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Here are some of the key terms you will come across in this course.

Expense Categories Every expense must be assigned to a category (i.e., Meetings, Travel), which controls how 
that type of expense is captured. Expense categories will be used in entering expenses.

Expense Budget Limit to the amount anticipated as an expense to be incurred in a future period.

Point of View (POV)
Planners and Reviewers choose dimensions to create their Point of View (POV) while 
conducting budgeting and planning activities. The Point of View can be setup before 
performing any tasks by selecting the Financial Unit, Fund, Division and Function
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Expense Categories Example
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Here is the different Expense Categories you can budget in.
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Introduction Roles
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Let's meet the roles involved in the Introduction process in PBS

Roles Manage Expense 
Budgets Across 

Various Expense 
Categories

Promote the Budget 
to Reviewers.

Review Expense 
Budgets

Review Expense 
Report

Approve or Reject 
Budgets

PLANNERS   

REVIEWERS    
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Components of Expense Module in PBS
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The Expense module in PBS consists of two components.

1. Expense Budgeting (Planners)

a) Enter Expense data across different categories.
b) Review the entered data in reports.
c) Submit Budget for approval.

2. Expense Budget Review (for Reviewers only)
a) Review Expense data submitted by planner in form and reports.

b) Submit your decision back to planner.
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1. Expense Budgeting

Entering the data 
across different 
accounts for 
Expense Budget 
Accounts and saving 
the data

2. Expense Budget Report

Review the data by 
running the 
Expense reports

3. Submitting Budget

Submitting the 
Budget to Reviewer 
for Approval 
process

Moving onto 
next task in 

task list

Process Flow for Expense Budget Planning
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Expense Budgeting (Planner)

Duration: 35 minutes

Lesson:

11

21
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Lesson Objectives
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Upon completing this lesson, you will be able to:

• Enter Expense across various Expense Categories

• Review the Expense Reports

• Submit Budget for Approval
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Expense Budgeting

Expense Budgeting – This task allows users to Budget Expense Accounts for the next fiscal year.

Navigating to Expense Budgeting Task list

1. Access the Tasks tile from the home screen. The Tasks List page will be displayed.

2. In the Planner task list, expand Expense Budget under Budget and click on Expense Budgeting:

2

13
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Expense Budgeting – Overview of Form
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Expense Categories available for 
Budgeting (must drilled down by 

plus icon to enter expense 
budget data)

Different Scenario, Period and 
Year combinations for entering 

data (can be drilled up to month 
level by plus icon)

POV across which you are 
entering data (always 

check)

Budget
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Navigation : Expense Budgeting:

1. Select the correct combination of Unit, Function, Division and Fund.

Expense Budgeting

1

15
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Expense Budgeting

Expense Budgeting:

2. Expand the account by clicking the plus(“+”) icon corresponding to which you wish to enter data(either Year Total or 
Account Level).

3. Click on save and you can check the complete checkbox after entering data. (Complete checkbox is optional, Saving is required)

2

3

16

Note: If you enter data at 
higher level (i.e. Year 

Total or Q1) it gets 
distributed equally 

amongst lower level (i.e. 
months)

3
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Expense Reports

Expense Reports – This task allows users to Review reports for Expense Budgeting.

Navigating to Dynamic Variance Report Task list

1. Access the Tasks tile from the home screen. The Tasks List page will be displayed.

2. In the Planner task list, navigate to Expense Reports under Review Reports and click on Dynamic Variance Report By 
Financial Unit:

2

17
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Expense Reports:

1. The report will open in new tab.

Note – The financial units

that are displayed in the

report will be based on 

user’s security access.

18

Expense Reports
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Expense Reports

Expense Reports – This task allows users to Review reports for Expense Budgeting.

Navigating to Variance Report Task list

1. Access the Tasks tile from the home screen. The Tasks List page will be displayed.

2. In the Planner task list, navigate to Expense Reports under Review Reports and click on Variance Report By Fund and 
Financial Unit:

2

19
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Expense Reports:

1. The report will open in new tab.

Note – Categories

that are displayed in blue

can drill down further by

selecting the link.

20

Expense Reports
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Submit Budget

Submit Budget – This task allows users to submit Budget for approval process.

Navigating to Submit Budget Task list

1. Access the Tasks tile from the home screen. The Tasks List page will be displayed.

2. In the Planner task list, navigate to Submit Budget under Budget

2

21
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Submit Budget

1. Select the Approval Unit for your Budget. 

2. Select the necessary action from drop down and click on Change Status and then Done to complete the process.
Note: When there is any change in status of the Budget after submission for approval, the planner will get an email notification regarding 
the status every time.

Submit Budget

22

1
2

2

1
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Let us Practice!
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Let us practice how to plan expense budget across various expense categories

Expense Budgeting 

Duration: 15 minutes

Complete the following exercise in the training environment:
As a Planner, John wants to plan Expense Budget across 
different Expense Categories.  
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Key Takeaways
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With the introduction of PBS, the Expense budget has been planned across various expense categories 
for different intersections of Fund, Financial Unit, Division and Function1

Let us wrap-up by discussing the key messages from this lesson.
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Expense Budgeting - Reviewer

Duration: 35 minutes

Lesson:

25

21
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Lesson Objectives

26

Upon completing this lesson, you will be able to:

• Review the Total Expense Budget 

• Approve or Reject the Total Expense Budget
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Expense Budgeting

Expense Budget Review – This task allows reviewers to view Total Budget Expense for the Budget financial year across 
different scenarios.

Navigating to Expense Budget Review Task list

1. Access the Tasks tile from the home screen. The Tasks List page will be displayed.

2. In the Reviewer task list, navigate to Expense Budget under Budget and click on Expense Budget Review:

2

27
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Navigation : Expense Budget Review:

1. Select the correct combination of Unit, Function, Division and Fund.

Expense Budgeting

1

28
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Expense Budgeting

Navigation : Expense Budget Review:

2. The Total Expense will be displayed across different scenarios which can also be reviewed at a detailed level by clicking the
plus(“+”) icon corresponding to which you wish to expand for detailing (either Year Total or Account Level).

3. Check the complete checkbox after reviewing Total Expense Budget.  Next, close the form.

2

3

29

4
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Expense Reports - Reviewer

Expense Reports – This task allows users to Review reports for Expense Budgeting.

Navigating to Dynamic Variance Report Task list

1. Access the Tasks tile from the home screen. The Tasks List page will be displayed.

2. In the Reviewer task list, navigate to Expense Reports under Review Reports and click on Dynamic Variance Report

2

30
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Expense Reports:

1. The report will open in new tab.

Note – The financial units

that are displayed in the

report will be based on 

user’s security access.

31

Expense Reports - Reviewer



Expense Budgeting |

Expense Reports - Reviewer

Expense Reports – This task allows users to Review reports for Expense Budgeting.

Navigating to Variance Report Task list

1. Access the Tasks tile from the home screen. The Tasks List page will be displayed.

2. In the Reviewer task list, navigate to Expense Reports under Review Reports and click on Variance Report By Fund and 
Financial Unit:

2

32
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Expense Reports:

1. The report will open in new tab.

Note – Categories

that are displayed in blue

can drill down further by

selecting the link.

33

Expense Reports - Reviewer
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Submit Budget - Reviewer

Submit Budget – This task allows reviewers to submit Budget after approval process so that planners can see changes and 
take necessary actions .

Navigating to Submit Budget Task list

1. Access the Tasks tile from the home screen. The Tasks List page will be displayed.

2. In the Reviewer task list, navigate to Submit Budget under Budget

2

34
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Submit Budget

1. Select the Approval Unit for your Budget. 

2. Select the necessary action from drop down and click on Change Status and then Done to complete the process.

Note: You can also add comments under Annotation in case you, regarding your decision and explain the planner about your action.

Submit Budget - Reviewer

35

1
2

2

1
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Let us Practice!
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Let us practice how to review the total expense budget submitted.

Total Expense Budget

Duration: 15 minutes

Complete the following exercise in the training environment:
As a Reviewer, Jane wants to review the Total Expense Budget 
Submitted.
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Key Takeaways
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With the introduction of PBS, the budget that has been submitted by the planner across various Expense 
categories for any selected intersection has been reviewed by the Reviewer.1

Let us wrap-up by discussing the key messages from this lesson.



Expense Budgeting |

With the introduction of PBS, the Expense budget has been planned across various expense 
categories for different intersections of Fund, Financial Unit, Division and Function.

With the introduction of PBS, the budget that has been submitted by the planner across various 
Expense categories for any selected intersection has been reviewed by the Reviewer.

Course Key Messages

38

Let us wrap-up by discussing the key messages from this course.

1

2
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Any Questions?
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Do you have any questions?

Q A

Contact Us: In case of questions, please reach out to Nicole
Terrell, Nicole.Terrell@ucop.edu

Reference Materials: All learning materials for this course are 
stored at https://www.ucop.edu/fsr

mailto:Nicole.Terrell@ucop.edu
https://www.ucop.edu/fsr


Thank you!
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