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Before We Begin

2

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 Workforce and Expense Forecasting.

• Rely on active staff involvement.

This Training WILL….
• Cover Revenue Forecasting in depth, that is 

coming in FY20-21.

• Address ALL possible scenarios.

• Be the end of learning and ongoing support.

This Training WILL NOT
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Course Agenda
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Here is the agenda for today’s session. Delivery Type: 
ILT

Prerequisites: 
IN100

Duration
3 hours 

Lesson Covered Topics / Processes 
Revenue Forecast • Coming Soon (FY20-21)

Workforce Forecast • Manage Existing Employees
• New Hire Requisition
• Fund and Financial Unit Allocation for Employees
• Transferring Employees
• Aggregate Forecast

Expense Forecast
• Seeding the Expense Forecast
• Submitting Total Forecast

Review Revenue 
Forecast

• Coming Soon (FY20-21)

Review Workforce 
Forecast

• Review Existing Employees Forecast
• Fund and Financial Unit Allocation for Employees

Review Expense 
Forecast

• Reviewing the Total Expense Forecast
• Approve/Reject the forecast
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Course Objectives
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Upon completing this course, you will be able to:

1. Explain the key changes in the Forecast process in PBS .

2. Manage planning and reviewing Expense Forecast and Workforce Forecast.

3. Forecast Fund and Financial Unit Allocation for Employees, New Hires and New Positions.

4. Understand the workflow and approval process for Forecast.

5. Understand reports used in connection with Forecast.
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Key Changes

New system enables more robust reporting in the 
future and an integrated financial system.

This continues to be a focus in the new system.  
Timing of expenses is important! More robust 
planning is enabled including Revenues.

Improved functionality implemented to improve 

budget and forecast phasing. 

Limited reporting and non-standard formats 
required more excel work.

Before PBS Transformation After PBS Transformation

Learned processes and manual tracking of 
approvals.

Workflows for guided processes and transparent 
approvals, including task lists and notifications.

• Here is a summary of key changes coming with the overall EPBCS system.
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Benefits to YOU
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The objective of the overall FSR program is to transform UCOP’s financial management culture. 
Implementing Phase 1 of PBS is the first step toward achieving that goal. After implementing the 
additional functionality with Phase 2, you will see the following benefits:

Less offline 
financial modeling

Visibility into 
budget variances

Data-informed 
decision making

Data stability and 
integrity

Better stewardship 
of UC funds

Transparency and 
accountability

Standardized 
processes

Reduced time on 
manual, offline, 

and reconciliation 
tasks

Strategic, multi-
year planning

Accurate, timely, 
real-time data
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Introduction Roles
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Let's meet the roles involved in the Introduction process in PBS
Roles Manage Forecast 

Revenue budgets 
at summary level 
account for 
Restricted and 
Unrestricted 
Designated Funds

Manage Forecast 
Expense budgets 
across various 
expense categories.

Manage Workforce 
Forecast for Existing 
Employees, New 
Hires, Employee 
Expense Allocation, 
and Transfer Pool 
Forecast at Unit, 
Function, Division, 
and Fund level

Review Forecast 
Revenue 
budgets at 
summary level 
account for 
Restricted and 
Unrestricted 
Designated 
Funds

Review Forecast 
Expense budgets 
across various 
categories. 

Review 
Workforce 
Forecast for 
Existing 
Employees, New 
Hires, Employee 
Expense 
Allocation, and 
Transfer Pool 
Forecast at Unit, 
Function, 
Division, and 
Fund level

PLANNERS   

REVIEWERS   
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Components of Forecast Planning and Reviewing Module 
in PBS
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The Forecast Planning and Reviewing module in PBS consists of three major components.

1. Revenue Forecast (Coming Soon FY20-21)

2. Workforce Forecast

3. Expense Forecast



Forecast Planning and Reviewing |

Components of Forecast Planning and Reviewing Module in 
PBS (Cont’d)
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The following table lists the key points about each component of the Forecast Planning and Reviewing 
module.

Components Key Points

• POV Setup
Users choose dimensions to create their Point of View (POV) while conducting budgeting and planning 
activities. The Point of View has to be setup before performing any tasks by selecting the Fund, Function, 
Unit, and Division. 

Revenue Forecast Revenue Forecasting is a zero based model, where revenue is being entered at the summary level account. 
(Coming soon FY20-21)

• Workforce Forecast Users can assign specific Forecast Planning and Reviewing to existing employees, new hires, and/or 
transfer employees to a different Financial Unit.

Employee Allocation Shows distribution %, compensation for existing employees and new positions for a particular Financial 
Unit and Entity

Expense Forecast Expense forecast is based on the prior months’ actuals and forecast data.
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Process Flow for Forecast Planning
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Revenue 
Forecast*

Expense 
Forecast

Workforce 
Forecast

Submit 
Forecast

1. Forecast revenue for 
Restricted Funds

2. Forecast for Designated 
Funds 

3. Reviewing the Total 
Revenue Forecast

1. Manage Existing 
Employees

2. New Hire Requisition
3. Fund and Financial Unit 

Allocation for Employees
4. Transferring Employees

1. Input Expense 
Forecast

2. Aggregate Forecast

* Revenue forecasting will commence in the Divisions / Subdivisions in the FY20-21 year.
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Workforce Forecast

Duration: 113 minutes

Lesson:

12

21 3 4 5 6
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Lesson Objectives
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Upon completing this lesson, you will be able to:

• Forecast for existing employee.

• Plan for vacant and new hire positions.

• Allocate employee expense by fund and financial unit.

• Transfer employees in the forecast.
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Forecast Planning & Reviewing

Navigation: Existing Employee Forecast Planning
Existing Employee Forecast Planning - This task allow users to view details for current employees for assigned unit and update employees’ 
details.

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

2. In the task list expand Workforce Forecast after expanding Planner and Forecast task lists.

3. Select the Existing Employee Forecast Planning Forecast to begin the process.

1

14

2

3
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Forecast Planning & Reviewing

Navigation:  Existing Employee Forecast Planning
1. Select the required POV combination of Unit and Division for the existing employee details to be displayed in the Existing Employee 

Forecast Planning form.

2. Enter data in the distribution field to update employee’s distribution. 

3. Select Save once the changes have been completed.

1
3

2

15
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Forecast Planning & Reviewing

Navigation:  Existing Employee Forecast Planning
1. On the Existing Employee Forecast Planning form, right click on the fund number corresponding to an employee.

2. Next select Employee Properties from the menu that appears.

3. Click Save.

2

1

16

3
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Forecast Planning & Reviewing

Navigation:  Existing Employee Forecast Planning
Existing Employee Forecast –This task allow users to view/validate Employee Properties.

1. From the menu, the Employee Properties Forecast tab will display all the properties related to the employee.

2. To go back to the previous form, click on Manage Existing Employees.

2

17

1
Forecast

Forecast
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Forecast Planning & Reviewing

Navigation: Existing Employee Forecast Planning , 
Employee Details – This task allow users to update Stipends and Car Allowance.

1. On the Existing Employee Forecast Planning form, right click on the fund number corresponding to an employee.

2. Next select Employee Details from the menu that appears.

3. Click save.

1

18

3
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Forecast Planning & Reviewing

Navigation: Existing Employee Forecast Planning
1. After selecting Employee Details, the Employee Details Forecast tab will display all the properties related to the employee.

2. Click (“+”) to expand the columns to see budget data by year or month.

3. Click on the Stipend or Car allowance cell to update the required values.

4. Click Save.

5. To go back to previous form, click on Manage Existing Employees.

5

3

4

1

19

2

3

Forecast
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Forecast Planning & Reviewing

Navigation: Existing Employee Forecast Planning
Change Position - This task allow users to change employee’s position to a vacant.

1. On the Existing Employee Forecast Planning form, right click on the employee’s fund number.

2. Next to change an existing employee position select Change Position from the menu that appears.

1

2

20
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Forecast Planning & Reviewing

Navigation:  Existing Employee Budget Planning
1. After selecting the menu option a window will display entitled “UCOP_Change_Position_v1”.

2. Enter the required hours.

3. Select the Target Position by clicking on the hierarchy box next to the input boxes.

4. Select the drop down and choose the effective month.

5. Click on Launch button to submit.

21

Notification will pop-up to confirm the change.

3
4

5
1

2
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Forecast Planning & Reviewing

Navigation: Existing Employee Forecast Planning
1. On the Existing Employee Forecast Form, click save to record changes.

To review/validate the Change Position action 

1.    Right click on the employee’s fund number.

2.    Select Employee Properties, to validate the changes made.

3. To go back to previous form, click on Manage Existing Employees

22

1
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Forecast Planning & Reviewing

Navigation: Existing Employee Forecast Planning
Transfer to Financial Unit –This task allow users to transfer employees to a different Financial Unit

1. On the Existing Employee Forecast Planning form, right click on the fund number corresponding to an employee.

2. Next select Transfer to Financial Unit from Transfer Employees from the menu that appears.

1

2

23
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Forecast Planning & Reviewing

Navigation:  Existing Employee Forecast Planning
1. After selecting the menu option a window will display entitled “UCOP_Transfer_To_FU_v1”.

2. Enter comments pertaining to the transfer, Source FU will populate.

3. Select the effective month for the transfer.

4. Select the target FU from the hierarchy box. 

5. Click on Launch button to submit.

.

24

1

2 3
4

5

Notification will pop-up to confirm the transfer.
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Forecast Planning & Reviewing

Navigation: Existing Employee Forecast Planning
Transfer out to pool - This task allow users to transfer an employee to a common pool to be picked up by any Financial Unit/ Division.

1. On the Existing Employee Forecast Planning form, right click on the fund number corresponding to an employee.

2. Next select Transfer out to Pool from Transfer Employees from the menu that appears.

1

2

25
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Forecast Planning & Reviewing

Navigation:  Existing Employee Forecast Planning
1. After selecting the menu option a window will display entitled “UCOP_Transfer_Out”.

2. Select the effective month for the transfer.

3. Enter comments. 

4. Click on Launch button to submit.

Employee Properties: Example of an employee using November as the transfer out month

26

4

23

1



Forecast Planning and Reviewing |

Forecast Planning & Reviewing

Navigation: Existing Employee Forecast Planning
Transfer Details - Displays employee Transfer details

1. On the Existing Employee Forecast Planning form, right click on the fund number corresponding to an employee.

2. Next select Transfer Detail from Transfer Employees from the menu that appears.

1

2

27
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Forecast Planning & Reviewing

Navigation:  Existing Employee Forecast Planning
1. After selecting the menu option a form will open.

2. Edit the necessary information.

3. Click on Save to Save the modified data.

1

28

2

3

1.0 1.0 1.0 1.01.01.01.0 1.0
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Forecast Planning & Reviewing

Navigation: Existing Employee Forecast Planning
1. On the Existing Employee Forecast Planning form, right click on the fund number corresponding to an employee.

2. Next select Plan Departure from the menu that appears.

1

2

29
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Forecast Planning & Reviewing

Navigation:  Existing Employee Forecast Planning
1. After selecting the menu option a window will display entitled “Plan Departure”.

2. Select the month, Action (departed/resigned), and other necessary parameters.

3. Click on Launch button to submit.

1

30

2

3

Employee Properties: Example of an employee using December as the departure month
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Forecast Planning & Reviewing

Navigation: Existing Employee Forecast Planning
Change Existing Details - This task allow users to change the employee’s salary details.  

1. On the Existing Employee Forecast Planning form, right click on the fund number corresponding to an employee.

2. Next select Change Existing Details from the menu that appears.

1

2

31
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Forecast Planning & Reviewing

Navigation:  Existing Employee Forecast Planning
1. After selecting the menu option a window will display entitled “UCOP_Change Existing Details_GT”.

2. Select the criteria you want to change from dropdown (select Salary).

3. Click on next.

4. Enter the values of necessary parameters required (select Salary Default).

5. Click on Launch button to submit.

1

32

2

3

2
4

5
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Forecast Planning & Reviewing

Navigation:  Existing Employee Forecast Planning
1. After selecting the menu option a window will display entitled “UCOP_Change Existing Details_GT”.

2. Select the criteria you want to change from dropdown (select Status).

3. Click on next.

4. Enter the values of necessary parameters required (select Active only).

5. Click on Launch button to submit.

33

2

1

2
3

4

5

Note: Salary option changes employee’s details  status to “active” 
from a move. 
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Forecast Planning & Reviewing

Navigation: Existing Employee Forecast Planning
1. On the Existing Employee Forecast Planning form, right click, and select Calculate Compensation from the menu that appears.

2. Click save.

1

2

34
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Forecast Planning & Reviewing

Navigation:  Existing Employee Forecast Planning
1. After selecting “Calculate Compensation” from the menu option a business rule will recalculate compensation based on any 

changes made during changing existing details.  A message will appear to inform the user that the calculation was successful.

2. Select Ok to close the information window.

1

35

2
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Forecast Planning & Reviewing

Navigation: Existing Employee Forecast Planning
1. On the Existing Employee Forecast Planning form, right click on the fund number corresponding to an employee.

2. Next select Add Allocation from the menu that appears.

1
2

36
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Forecast Planning & Reviewing

Navigation:  Existing Employee Forecast Planning
1. After selecting the menu option a new form will open.

2. Right click on any row and select Add Fund.

3. Provide value of Target Fund.

4. Click on the Launch button to add the new fund. Click

Save.

37

2
3

4

5. Add the distribution, and click the save button.
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Forecast Planning & Reviewing

Navigation:  Existing Employee Forecast Planning
1. Right click on fund and select Add Financial Unit.

2. Select Financial Unit value.

3. Click the launch button.

4. Added Financial Unit will appear, then add the new 

distribution amount (should not exceed 100%). Click Save.

38

2
FU_2551020 FU_2551030

1

4

3
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Forecast Planning & Reviewing

New Hire Forecast Planning
New Hire - This task allow users to view vacant and new added positions.
Navigation:

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

2. In the task list expand Workforce Forecast after expanding Planner and Forecast task lists.

3. Select the New Hire Forecast Planning Forecast to begin the process.

1

3

2

39
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Forecast Planning & Reviewing

New Hire Forecast Planning
1. On Clicking the New Hire Forecast Planning, the below screen will be displayed.

2. Make sure the correct intersection of Unit, Fund and Division has been selected.

3. Click on the Action button to view the various options with respect to new hire requisition. 

4. “UCOP Add New Position” window will be displayed selecting Add New Position. 

2

1 3

4

40
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Forecast Planning & Reviewing

New Hire Forecast Planning
1. From the Add Position window search or select a Job from the total job for the new position.

2. Next click on OK.

3. Once the Job is selected, Click on Launch on the “UCOP Add Position” window to submit.

1

2

3

41
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Forecast Planning & Reviewing

New Hire Forecast Planning
1. Once the rule has launched, a New hire requisition would be added.

2. Next, add compensation to the new position by selecting Actions.

3. Then select one of  the options to Add Compensation to the New Position.
2

42

Note: Users can add salary by [rate] or by [midpoint] .

3

1
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Forecast Planning & Reviewing

New Hire Forecast Planning (Midpoint Salary and Rate Salary)
1. Selecting compensation views.

2. Complete the required fields. 

3. Add comments.

4. Click the launch button.

Note: If creating new hire based on UC Path – put employee’s name in the comment field since the name isn’t in UC Path but you know the name of the new 
hire

43

11
3

2

3

2
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Forecast Planning & Reviewing

Navigation:  New Hire Forecast Planning
1. Action menu, Recalculate Compensation once compensation, Requisition details are added to the New position. 

2. Click on the Save button.

.

44

1 2

Note: To update the Comments field after launch, click on the added position,  follow the same steps as adding 
compensation for a new hire.

The rule will recalculate compensation.
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Forecast Planning & Reviewing

New Hire Forecast Planning

1. On selecting a requisition, Right click and select Delete Position.
Note - The rule will delete that particular requisition from the form.

45

1

Requisition gets deleted.
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Forecast Planning & Reviewing

Employee Expense Allocation Forecast Planning - This shows distribution %, compensation for current employees, new and added 
positions for a particular Financial Unit and Entity.
Navigation:

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

2. In the task list expand Workforce Forecast after expanding Planner and Forecast task lists.

3. Select the Employee Expense Allocation Forecast to begin the process.

1

2

3

46
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Forecast Planning & Reviewing

Navigation: Employee Expense Allocation Forecast 
1. To allocate Fund to an employee, click on the fund/position, then Action option on the Employee Expense Allocation Forecast 

form. 

2. Next select Add Allocation option from the menu.

2
1

47
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Forecast Planning & Reviewing

Navigation: Employee Fund and Financial Unit Allocation:
1. Selecting the add allocation option will display the Employee Expense Allocation Forecast window. 

2. Click Actions to Add New Fund.

3. A new window will be displayed to enter or select Target Fund and Source Fund.

4. Select Launch.

5. Enter fund distribution.

3

1 2

48

4

5
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Add Allocation - Add Financial Unit
1. Click on the row, then right click to Add Financial Unit.

2. Select Financial Unit, then click the launch button.

3. Click the OK notification.

3

Forecast Planning & Reviewing– Employee Expense Allocation 

1

2

4

4.    Then add the new distribution amount (should not exceed 100%).
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Forecast Planning & Reviewing

Transfer Pool Forecast Planning - This task is to transfer employees from one Financial unit to another. 
Navigation:

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

2. In the task list expand Workforce Forecast after expanding Planner and Forecast task lists.

3. Select the Transfer Pool Forecast to begin the process.

1

50

3

2
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Forecast Planning & Reviewing

Transfer Employees - The Transfer Pool Forecast form shows all the employees that are transferred out from a Financial Unit to the pool.

1. To transfer an employee into a Financial Unit select Actions from the Transfer Pool Forecast form.
2. In the menu click on Transfer In. 
3. Select the Target Division and Target Financial Unit where the employee will be transferred. 
4. Click on Launch to submit.

3

4

1

2

51
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Aggregate Forecast – This task allows user to aggregate the data in the Workforce cube on demand after Planners are done with their 
process.

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

2. In the task list select expand Workforce Forecast after expanding Planner and Forecast task lists.

3. Select the Aggregate Forecast and Aggregate Salary and Benefits in FS task to begin the processes.

1

52

Forecast Planning & Reviewing

2

3
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Aggregate Forecast–
1. Click the Launch button to open the aggregation parameter screens . 

53

1

Forecast Planning & Reviewing
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Aggregate Forecast–
1. Select Division and Unit and click on Launch.

2. Then Launch to submit.

Note: This process ensures the roll-up level system data is consistent with the details. 

54

1

Forecast Planning & Reviewing
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Aggregation Salary and Benefits in FS–
1. Click on Launch.

2. Then Launch to submit.

Note: This process ensures the roll-up level system data is consistent with the details. 

55

Forecast Planning & Reviewing

1
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TO Review Job Status–
1. Click on Jobs from the Navigator icon.

2. Click Jobs to review statuses.

56

Forecast Planning & Reviewing

1

2
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Workforce Planning Forecast Data Reconciliation – This task is used to validate data in Workforce Cube and Financial Cube.

Navigation:
1. Access Tasks tile from the home screen. 

2. From Task List page, go to Planner-> Forecast ->  Workforce Planning Forecast Data Reconciliation.

1

57

Forecast Planning & Reviewing

2
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Workforce Planning Forecast Data Reconciliation 
1. After selecting the Workforce Planning Forecast Data Reconciliation task from the task list, select Division.

2. Next, select Unit.

3. Compare data in the top and bottom sections.  If both are the same, then close.  If not, re-run the aggregation again.

58

3

Forecast Planning & Reviewing

1

2

3

3
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Demonstration

59

Let us see a live PBS demonstration!

New Hire Forecasting

Duration: 10 minutes

Description: This demonstration shows how to forecast for a 
new position.

Demo
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Let us Practice!

60

Let us practice how to forecast for a new hire in PBS.

New Hire Forecasting 

Duration: 15 minutes

Complete the following exercise in the training environment:
As a Planner, John wants to enter a new hire position to be 
considered for the budget planning year.

• Apply the steps for New Hire Forecasting.
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Key Takeaways

61

UCOP Planners have greater transparency of forecasting existing employees, new hires, and transferred 
employees for future years by month, Unit, Fund, and Division. 1

With the introduction of workforce forecasting in PBS, Planners have a means of predicting employee 
distribution across various Financial Units and Funds.2

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

Duration: 41 minutes

Lesson:

62

21 3 4 5 6
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Lesson Objectives

63

Upon completing this lesson, you will be able to:

• Modify Expense Forecast data.
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Forecast Planning & Reviewing

Expense Forecasting– Expense forecast is based on the actuals and prior forecast data. Planners can overwrite cell data. 

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

2. In the task list expand Expense Forecast after expanding Planner and Forecast task lists.

3. Select the Expense Forecast to begin the process.

1

2
3

64
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Forecast Planning & Reviewing

Expense Forecasting
1. Once the Expense Forecast form is displayed, select the Unit that is desired for reviewing.

2. The option to enter or select a Unit will be displayed in a different window.

3. Select the Unit, then Ok.

3

2

1

65
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Forecast Planning & Reviewing

Expense Forecasting
1. After selecting a Unit, choose a Fund that corresponds to the selected Unit.

2. The option to enter or select the Fund will be displayed in a different window.

3. Select  the Fund, then Ok.

2

3

1

66
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Forecast Planning & Reviewing

Expense Forecasting
1. After selecting a Fund, choose a Function that corresponds to the selected Unit and Fund.

2. The option to enter or select the Function will be displayed in a different window.

3. Select  the Function, then Ok.
3

2

1

67
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Forecast Planning & Reviewing

Expense Forecasting
1. After selecting a Function, choose a Division that corresponds to the selected Unit, Fund, and Function.

2. The option to enter or select the Division will be displayed in a different window.

3. Select  the Division, then Ok.
3

2

1

68
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Forecast Planning & Reviewing

Seeding the Expense Forecast:
1. Select the correct combination of Unit, Function, Division and Fund.

2. Expand the account by clicking the plus (“+”) icon corresponding to Account Level.

3. Click on save and check the complete checkbox after entering data by account and year or month.

31

2

69

Note: If you enter data at 
higher level (i.e. Year 
Total or Q1) it gets 
distributed equally 
amongst lower level (i.e. 
months).
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Submit Forecast

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

Navigating to Submit Forecast 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 Forecast under Forecast.

Note:  Before submitting your forecast, make sure the Aggregates completed and the Workforce Planning Forecast Reconciliation Form tables 
are in sync.

2

70
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Submit Forecast 
1. Select the Approval Unit for your Forecast. 

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 Forecast after submission for approval, the planner will get an email notification 
regarding the status every time. 

Submit Forecast

71

1

2
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Submit Forecast Workflow - Process

Submit Forecast

72

B Group: Once Budget is promoted, it gets read only for 
the other users except current owner, which now has 

ability to edit, or reject or promote to next level

A Group: Budget is promoted to next level, it gets read only for the 
other users except current owner, which now has ability to edit it, 

or reject or promote to next level

C Group: Current Owner of Budget which prepares 
the Budget and has to promote to next level for 

review
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Submit Forecast Workflow - Process

Submit Forecast

73

Budget will be signed off at this level, it gets read only for the other users 
except current owner, which now has ability to edit it or reject or sign off. 

Once signed off, Budget will be locked for all users.
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Demonstration

74

Let's see a live PBS demonstration!

Modify Expense Forecast

Duration: 10 minutes

Description: This demonstration shows how to modify your 
expense forecast. 

Demo



Forecast Planning and Reviewing |

Let's Practice!

75

Let's practice how to modify expense forecast in PBS.

Modify and Review Expense Forecast 

Duration: 15 minutes

Complete the following exercise in the training environment:

As a Planner, John wants to modify the expense forecast 
accounts that are populated in the forms.

As a Reviewer, Jane wants to review the expense forecast 
accounts that are populated in the forms.

Apply the steps to enter and review expense forecast data.
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Key Takeaways
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UCOP Divisions will forecast at expense account level.1

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

UCOP Divisions are expected to align their expense forecasts to their revenues (no deficits).2
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Revenue 
Forecast

Expense 
Forecast

Workforce 
Forecast

Approve/Reject 
Forecast

1. Reviewing the Total 
Revenue Forecast

1. Review All Employees 
Forecast

2. Fund and Financial Unit 
Allocation for Employees

3. Aggregate Forecast

1. Reviewing the Total 
Expense Forecast

Process Flow for Forecast Reviewing
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Review Workforce Forecast

Duration: 41 minutes

Lesson:

78

21 3 4 5 6
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Lesson Objectives
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Upon completing this lesson, you will be able to:

• Review Existing Employee Forecast (Existing employees includes new hire employees).

• Review Employee Expense Allocation. 



Forecast Planning and Reviewing |

Existing Employee Forecast Review– Gives Reviewers the ability to view details for existing and new employees in any unit and 
division combination for the forecast planning year.

Navigation: Reviewer
1. Access Tasks tile from the home screen. 

2. From Task List page, go to Reviewer-> Forecast ->  Workforce Forecast -> Existing Employee Forecast Review.

1

2

80

Forecast Planning & Reviewing
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Navigation: Existing Employee Forecast Review Form
1. After selecting the Existing Employee Forecast Review task, select Unit on the Existing Employee Forecast form.

2. Next, select Division.

3. Once the reviewer has completed reviewing the Existing Employee Forecast details, click close.

81

3

2 1

Forecast Planning & Reviewing
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Employee Expense Allocation Forecast Review– Provides Reviewers the ability to view fund or financial unit allocation/ split for an 
employee (existing or new hire).

Navigation:
1. Access Tasks tile from the home screen. 

2. From Task List page, go to Reviewer-> Forecast ->  Workforce Forecast -> Employee Expense Allocation Forecast Review.

1

82

Forecast Planning & Reviewing

2
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Employee Expense Allocation Forecast Review form
1. After selecting the Employee Expense Allocation Forecast Review task from the task list, select Division on the Employee Expense

Allocation Forecast Review form.

2. Next, select Unit.

3. Once the reviewer has completed reviewing the Employee Expense Allocation Forecast details, click close.

83

21

3

Forecast Planning & Reviewing
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Demonstration
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Let us see a live PBS demonstration!

Review New Hire Forcasting

Duration: 10 minutes

Description: This demonstration shows how to review a new 
hire forecasting in PBS.

Demo
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Let us Practice!
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Let us practice how to forecast for a new hire in PBS.

Review New Hire Forecasting 

Duration: 15 minutes

Complete the following exercise in the training environment:
As a Reviewer, Jane wants to review a new hire position that 
is being considered for the budget planning year.

• Apply the steps for New Hire Forecasting.
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Key Takeaways
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UCOP Reviewers have greater transparency of analyzing forecasted existing employees, new hires, and 
transferred employees for future periods by month, Unit, Fund, and Division. 1

With the introduction of workforce forecasting in PBS, Reviewers have a means of assessing predicted 
employee distribution across various Financial Units and Fund.2

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

Duration: 39 minutes

Lesson:

87

21 3 4 5 6
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Lesson Objectives
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Upon completing this lesson, you will be able to:

• Review the Expense Forecast.
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Forecast Planning & Reviewing

Expense Forecast Review– Expense forecast review is used to review the total expenses for the current forecast year as submitted for 
approval by the Planner.
Navigation:

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

2. In the task list expand Expense Forecast after expanding Reviewer and Forecast task lists.

3. Select the Expense Forecast to begin the process.

1

2

3

89
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Forecast Planning & Reviewing

Expense Forecast Review:
1. After selecting a Function, choose a Division that corresponds to the selected Unit, Fund, and Function.

2. The option to enter or select the Division will be displayed in a different window.

3. Select Ok, once the Division selection has been made.
3

2

1

90
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Forecast Planning & Reviewing

Expense Forecast Review
1. Once the Expense Forecast Review form is displayed, select the Unit that is desired for reviewing.

2. The option to enter or select the unit will be displayed in a different window.

3. Select Ok, once the Unit selection has been made.

3

2

1

91
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Forecast Planning & Reviewing

Expense Forecast Review
1. After selecting a Unit, choose a Fund that corresponds to the selected Unit.

2. The option to enter or select the Fund will be displayed in a different window.

3. Select Ok, once the fund selection has been made.

2

3

1

92
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Forecast Planning & Reviewing

Expense Forecast Review
1. After selecting a Fund, choose a Function that corresponds to the selected Unit and Fund.

2. The option to enter or select the Function will be displayed in a different window.

3. Select Ok, once the Function selection has been made.
3

2

1

93
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Forecast Planning & Reviewing

Expense Forecast Review:
1. Select the correct combination of Unit, Fund, Function, Division, and Period.

2. The Total Forecast will be displayed across different accounts with the Total Expense at the bottom of the form.

3. Select close after reviewing total expense forecast.

Note – To Review at detailed level reviewer can drill down using plus icon.

3

2

94

1
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Submit Forecast

Submit Forecast – This task allows users to submit Forecast after approval process. Reviewer can accept/reject the forecast.

Navigating to Submit Forecast 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 Forecast under Forecast.

2

95
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Submit Forecast 
1. Select the Approval Unit for your Forecast. 

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, regarding your decision and explaining to the Planner about your action.

Submit Forecast

96

1 2



Forecast Planning and Reviewing |

Demonstration
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Let us see a live PBS demonstration!

Review Expense Forecast

Duration: 10 minutes

Description: This demonstration shows how to review the 
Expense Forecast. 

Demo
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Let us Practice!
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Let us practice how to review expense forecast in PBS.

Review Expense Forecast 

Duration: 15 minutes

Complete the following exercise in the training environment:

As a Reviewer, Jane wants to review the expense forecast 
accounts that are populated in the forms.

Apply the steps to review expense forecast data.
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Key Takeaways

99

With the introduction of expense forecasting in PBS, Reviewers can gain a greater visibility of expense at  
Unit, Fund, Function, and Division level, and approve forecasts in the system.

1

Let us wrap-up by discussing the key messages from this lesson.
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With the introduction of revenue forecasting in PBS, Planners and Reviewers have a reliable and 
trusted way to enter and analyze revenue predictions. Coming in FY20-21

Expense forecasting in PBS, allow Planners and Reviewers to  accurately enter and review expenses 
at  Unit, Fund, Function, and Division level.

UCOP Planners and Reviewers have greater transparency of forecasting existing employees, new 
hires, and transferred employees for future periods at a lower level by Unit, Fund, and Division. 

With the introduction of workforce forecasting in PBS, Planners and Reviewers have a means of 
predicting employee distribution across various Financial Units and Funds.

Course Key Messages

100

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

1

2

3

4

5 With the introduction of workforce planning forecasting data reconciliation in PBS, Planners have a 
means of validating workforce data as it transitions from one module to the next.
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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

Reporting PBS Incident/Request Access: Report Service 
Interruption at https://ucop.service-now.com

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

102

Here are some of the key terms you will come across in this course.

Transfer Pool A pool for transferring employees from one Financial unit to another.

Plan Departure Plan Departure is used to model the cost of an employee leaving UCOP.

Change Existing 
Details Change Existing Details is used change the employee's status or salary details.

New Hire Forecast Forecast of a new position for the budget planning year that is not included in the current 
workforce budget.

Seeding Includes loaded actuals and prepopulates the previous forecast input into the remainder 
months.



Thank you!
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