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Oracle’s Planning and Budgeting Cloud Service  (PBCS) will allow the Budget Planners across the NKU’s campus to 

propose changes to the university’s annual budget in a uniform, secure manner. Its advantages include:  

 

 A simple, consistent interface 

 Higher levels of data integrity  
 

NKU’s PBCS implementation has been designed around NKU’s data needs and its existing budget process. While the 

interface will be new to users, the information it contains should be familiar. However, there are several terms that will 

be new to PBCS users, even as they are used to create information that is familiar.  

Cubes: The data in the NKU PBCS implementation is organized into three cubes:  

 

 The RevExp Cube: All revenue and expense data that is NOT related to faculty/staff payroll and/or personnel 
expenses are stored in the RevExp Cube  
 

 The Comp Cube: All data related to compensation faculty/staff planning, including position and person 
information, are stored in the Comp Cube.  
 

 The Reporting Cube: Data from both the RevExp and the Comp cubes are copied into the Reporting Cube. All of 
our reporting is completed from this cube. However, we cannot enter data directly into this cube.  

 

Having multiple cubes allows us to house the information we need to do our position budgets and compensation 

planning separately from other financial data. However, tasks (like budget requests, for example) will need to be 

completed in both the RevExp and the Comp cube. Any data entered there will immediately copy to the Reporting Cube, 

so that users can see a comprehensive budget.  

 

Forms:  There are many ways to interact with the data in PBCS, but the simplest way is possibly by using a form. Every 

form in the application (and in this training) was created by the Budget Office, specifically to address the data entry for a 

specific point in the budget process. Whenever possible, the budget forms we designed look as similar as possible to the 

forms that the Budget Office used, historically, in the creation of NKU’s annual budget.  

 

Task Lists: The Budget Office has created several task lists. These are digital to-do lists, and will organize data entry 

forms into a sequence that correlates to the NKU Budget process. A PBCS user who is only interested in reviewing and 

entering information related to the NKU annual budget can open the appropriate task list and complete all of the tasks.  
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Position Budgeting: Only the following commitment items are budgeted BY PERSON and BY POSITION.  

o Staff Salary (501100) 
o Faculty Salary (503000) 
o Life Insurance (522110) 
o Dental Insurance (Basic) (522115) 
o Disability-Hartford (522120) 
o Vision Insurance - Budget Rate  (522122 
o Health Insurance - Budget Rate (522125) 
o Health Spending - Budget Rate (522127) 
o KERS-Regular/Hazardous (522130) 
o Retirement-TIAA (522135) 
o FICA (Social Security) (522140) 
o Medicare (522141) 

 

The forms that interact with these Commitment Items interact with the annual Compensation Worksheet (provided by 

the budget office.). For the Final NKU Budget, the values in these commitment items are established by formula based 

on salary data from SAP.  

 

Note: Access Oracle PBCS by logging into: https://myservices.us2.oraclecloud.com/mycloud/cloudportal/dashboard. 

Your user name is your NKU email. NKU’s domain is a419072. Launch the service.  

 

Budget Planner Task Lists:  

Every general task involved in the creation of NKU’s annual budget has been organized into the Budget Planner Task List. 

In each of these tasks, users are required to review their baseline budgets and submit recommended changes to that 

budget. The proposed budget is calculated by summing the baseline budget and all of the changes. These tasks include:  

1. RevExp Budget – Request: In this task, a user will accesses a form that allows the entry of non-personnel, budget 
request data into the RevExp cube 

2. Compensation Budget – Request: In this task, a user will accesses a form that allows the entry of budget request 
data into the Comp cube BY PERSON.  

3. Pooled Personnel – Request: In this task, the a user will accesses a form that allows the entry of personnel, 
budget request data into the Comp cube that is not directly associated with an individual employee 

4. RevExp Budget – Cut: In this task, the a user will accesses a form that allows the entry of non-personnel, budge t 
cut data into the RexExp cube  

5. Compensation Budget – Cut: In this task, the a user will accesses a form that allows the entry of personnel, 
budge t cut data into the Comp cube by person.  

6. Pooled Personnel – Cut : In this task, the a user will accesses a form that allows the entry of personnel, budge t 
cut data into the Comp cube that is not directly associated with an individual employee.  

7. Proposed Budget Review Form: In this task, the user can review all data related to the proposed budget. When a 
user marks complete on this task, it indicates that they have completed and reviewed every aspect of the 
budget creation process.  

 

A task should not be marked “complete” until it has been completed for every fund center for which a user is 

https://myservices.us2.oraclecloud.com/mycloud/cloudportal/dashboard
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responsible. If you have no changes to a fund center’s base budget, marking it complete indicates that no changes will 

be proposed.  

From the Planning and Budgeting Cloud Service Workspace screen, click on Simplified Interface under the Planning and 

Budgeting Service tab:  
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On the next screen, click on the Tasks icon: 

 

On the next screen, click on the tree view   on the right-hand corner of the screen to access the tasks under the 

task list.  

The next screen appears with the Budget Planner folder. Click on the arrow next to Budget Planner. This expands to 

show the tasks under Budget Planner.  

Every Budget Planner will have access to a Budget Planner Task List. To allow for tracking, the task list will be customized 

by organizational unit and/or fund center node. However, every Budget Planner Task list contains the same tasks and 

requires the same information.  
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The following tasks appear under Budget Planner. The red icon under Status indicates that the task has not been 

completed. Once the task is complete, then a green icon appears. Each task links to a form that is to be completed and 

then approved.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

RevExp Budget Request:  



Budget Planner Task List Instructions 
 

Version 1      ©2017 Budget Office     9/11/2017 
  
P a g e  | 8 

 This form allows users to enter budget request data for non-payroll commitment items and student payroll. It will 

also house any reallocations within a fund center.  

 Users must select each relevant Fund Center from the page view drop-down menus, and then enter the total 

budget request by Commitment Item. 

 Editable cells are highlighted in YELLOW (default settings) 

 Enter only whole dollar amounts.  

 Full instructions can be found here: http://budgetoffice.nku.edu/aboutbudgetprocess/process.html 

 Data Definitions:  

o Column A: Fund (The majority of budgeted items are in the Unrestricted Current Fund, 0111000100) 

o Column B: Functional Area  

o Column C: Commitment Item, alias (with suppress)  

o Column D: Prior Year Actuals 

o Column E: Current Year Baseline Budget (with suppress)  

o Column F: Current Year Budget Request  <Perform all data entry into this field. > 

o Column G: Formula member, Baseline Budget + Budget Request  

 

  

 

To access the RevExp Budget – Request form, click on the link named RevExp Budget – Request, under Budget Planner: 

 

The following screen appears: 
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Perform data entries in the highlighted column for this form. Once data is entered, click on the icon located at 

the top of the screen.  

If you need to access the next task under Budget Planner, click on the  icon located at the top of the screen. 

 

If you do not need to access another form under Budget Planner, click on the icon located at the top of the 

screen.  

 

NOTE: Do not mark a task as “Complete” until you have reviewed and completed data entry for every fund center.  

 

Compensation Budget – Request:  
 
This is a composite form. Data entry is performed on the top portion of the form, based on information on the bottom half. 

Users must ensure that the two component forms are using the same information. 

 

ENTRY FORM (TOP PORTION): 

 This form allows entry of Salary and Benefits information by position within a fund center.  

 Users must select each relevant position and person combination from the page view drop-down menus, and then 

enter the total budget cut by Commitment Item. 

 This form should be used in conjunction with the appropriate benefits calculator form, provided by the budget 

office. 

 Reductions are displayed as negative numbers. 

 Enter whole dollar amounts only.  

 Full instructions can be found here: http://budgetoffice.nku.edu/aboutbudgetprocess/process.html 

 Data Definitions:  

         Column A: Commitment Item  

         Column B:  Baseline Budget, All Personnel Commitment Items   

         Column C:  Budget Request <Perform all data entry into this field. > 

 SUMMARY FORM (BOTTOM PORTION): 

o This form allows users to view Salary and Benefits information by position within a fund center. This allows entry 

of Budget Request information in the ENTRY FORM (Above). 

o Users must select one relevant Fund Center from the page view drop-down menus, and then enter the total budget 

request by Fund, Functional Area, and Commitment Item.  

o Users will see position and person information.  

o Reductions are displayed as negative numbers. 

o Full instructions can be found here: http://budgetoffice.nku.edu/aboutbudgetprocess/process.html 

o Data Definitions:  

 Column A: Fund 

 Column B: Functional Area 

 Column C: Position  

 Column D: Person 

 Column E: Personnel Total (Salary + Benefits)  

 Column F: Budget Request - Salary (populated from ENTRY FORM (Above) 

 Column G: Budget Request - Benefits (populated from ENTRY FORM (Above) 
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 Formula Column: Baseline + Request  

To access the Compensation Budget – Request form, click on the link named Compensation Budget – Request, under 

Budget Planner: 

 
 

 
 
*Ensure the coding on Functional Area, Fund Center and Fund are correct. It is ESSENTIAL that users ensure that the 

Fund, Functional Area, and Fund Center match, between the top form and the bottom form. The form should default the 

Fund Center. However, in the Entry form (top) users will have to select correct the Functional Area and Fund from the 

summary form (bottom).  See Screenshots below: 
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Perform data entries in the highlighted column for this form. Once data is entered, click on the icon located at 

the top of the screen.  

 

If you need to access the next task under Budget Planner, click on the  icon located at the top of the screen. 

 

If you do not need to access another form under Budget Planner, click on the icon located at the top of the 

screen.  

 
For the Compensation Budget  - Request task, access the Compensation Worksheet from the Budget Office site: 

http://budgetoffice.nku.edu/aboutbudgetprocess/process.html. 

 

Values from the Compensation Worksheet, can be copied and pasted into the appropriate column on the 

Compensation Budget Form. For example below, copy the following entry values into the form by highlighting 

the column, and right clicking to copy.  

 

 

http://budgetoffice.nku.edu/aboutbudgetprocess/process.html
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Then on the Compensation Budget – Request form, click in the first row under the Budget Request column: 

 

 
 

Then, perform a Control V. Once that is completed, the following clipboard helper appears. Then, perform a 

Control V again. The data populates into the clipboard. Then click Paste.  

 

The data is now populated onto the Compensation  Budget – Request Form: 
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Pooled Personnel – Request:  

 

   This form allows users to allocate changes made during the budget request process, both positive and 

negative, for Pooled Personnel Commitment Items.  

   Users must select each relevant Fund Center from the page view drop-down menus, and then enter the total 

budget request by Commitment Item. 

   Editable cells are highlighted in YELLOW (default settings) 
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   Users will see Fund Center-level information on management targets only if applicable.   

   Enter only whole dollar amounts.  

   Full instructions can be found here: http://budgetoffice.nku.edu/aboutbudgetprocess/process.html 

   Data Definitions:  

 Column A: Fund (The majority of budgeted items are in the Unrestricted Current Fund, 0111000100) 

 Column B: Functional Area  

 Column C: Commitment Item, alias (with suppress)  

 Column D: Prior Year Actual 

 Column E: Current Year Revised Budget  

 Column F: Next Year Baseline, which the same as the Current Year Final Budget + Any Final 

Adjustments (and Compensation Adjustments, as applicable).  

 Column F: Next Year Pooled Compensation Request. Perform all data entry into this field, and enter 

an adjustment amount (positive or negative) that you wish to see compared to Baseline.  

 Column G: Formula member, Baseline Budget + Request. 

To access the Pooled Personnel - Request form, click on the link named Pooled Personnel - Request, under Budget 

Planner: 

 

 

Perform data entries in the highlighted column for this form. Once data is entered, click on the icon located at 

the top of the screen.  

 

If you need to access the next task under Budget Planner, click on the  icon located at the top of the screen. 

 

If you do not need to access another form under Budget Planner, click on the icon located at the top of the 

screen.  

 

 

RevExp Budget - Cut: 
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 This form allows users to allocate changes made during the budget cut process, both positive and 

negative, for non-payroll commitment items.  

 Users must select each relevant Fund Center combination from the page view drop-down menus, and 

then enter the total budget cut by Commitment Item. 

 Enter only whole dollar amounts.  

 Users may not cut in excess of the baseline budget + positive adjustments to the baseline.  

 Full instructions can be found here: http://budgetoffice.nku.edu/aboutbudgetprocess/process.html 

 Data Definitions:  
o Column A: Fund (The majority of budgeted items are in the Unrestricted Current Fund, 0111000100) 

o Column B: Functional Area  

o Column C: Commitment Item, alias (with suppress)  

o Column D: Prior Year Actual 

o Column D: Current Year Baseline Budget (with suppress)  

o Column E: Management Target for budget cuts IF APPLICABLE  

o Column F: Current Year Budget Reallocations to Central <Perform all data entry into this field> 

o Column G: Formula member, Baseline Budget + Budget Cut  

To access the RevExp Budget – Cut form, click on the link named RevExp Budget - Cut, under Budget Planner: 

 
 

 
 

Perform data entries in the highlighted column for this form. Once data is entered, click on the icon located at 

the top of the screen.  
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If you need to access the next task under Budget Planner, click on the  icon located at the top of the screen. 

 

If you do not need to access another form under Budget Planner, click on the icon located at the top of the 

screen.  

 
 
 
 
 
 
 
 
 
 
 
Compensation Budget - Cut: 

 

This is a composite form. Data entry is performed on the top portion of the form, based on information on the 

bottom half. Users must ensure that the two component forms are using the same information. 

 

ENTRY FORM:  

 Users must select each relevant position and person combination from the page view drop-down menus, 

and then enter the total budget cut by Commitment Item. 

 This form should be used in conjunction with the appropriate benefits calculator form, provided by the 

budget office. 

 Reductions are displayed as negative numbers. 

 Enter whole dollar amounts only.  

 Full instructions can be found here: http://budgetoffice.nku.edu/aboutbudgetprocess/process.html 

 Data Definitions:  

o Column A: Personnel Commitment Items  

o Column B: Baseline Budget   

o Column C: Re-allocations to Central <Perform all data entry into this field> 

 SUMMARY FORM:  

 This form allows users to view Salary and Benefits information by position within a fund center. This should 

allow a user to enter Budget Request information in the ENTRY FORM (above).  

 Users must select the relevant Fund Center.  

 Users will see position and person information.  

 Cuts are displayed as negative numbers. 

 Full instructions can be found here: http://budgetoffice.nku.edu/aboutbudgetprocess/process.html 

 Data Definitions:  

o Column A: Fund 
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o Column B: Functional Area 

o Column C: Position 

o Column D: Person 

o Column E: Baseline Budget, All Personnel Commitment Items  

o Column F: Salary Total, Budget Cuts Version 

o Column G: Fringe Benefits Total, Budget Cuts Version 

o Column H: Formula Column (A+B+C) 

 
 

 

 

 

 

To access the Compensation Budget – Cut form, click on the link named Compensation Budget – Cut, under Budget 

Planner: 

 

 
 
*Ensure the coding on Functional Area, Fund Center and Fund are correct. It is ESSENTIAL that users ensure that the 

Fund, Functional Area, and Fund Center match, between the top form and the bottom form. The form should default the 

Fund Center. However, in the Entry form (top) users will have to select correct the Functional Area and Fund from the 

summary form (bottom).  See Screenshots below: 
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Perform data entries in the highlighted column for this form. Once data is entered, click on the icon located at 

the top of the screen.  

 

If you need to access the next task under Budget Planner, click on the  icon located at the top of the screen. 

 

If you do not need to access another form under Budget Planner, click on the icon located at the top of the 

screen.  

 
For the Compensation Budget  - Cut task, access the Compensation Worksheet from the Budget Office site: 

http://budgetoffice.nku.edu/aboutbudgetprocess/process.html. 
 

Values from the Compensation Worksheet, can be copied and pasted into the appropriate column on the 

Compensation Budget – Cut Form. For example below, copy the following entry values into the form by 

highlighting the column, and right clicking to copy.  

 

http://budgetoffice.nku.edu/aboutbudgetprocess/process.html
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Then on the Compensation Budget – Cut form, click in the first row under the Reallocations to Central column: 
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Then, perform a Control V. Once that is completed, the following clipboard helper appears. Then, perform a 

Control V again. The data populates into the clipboard. Then click Paste.  

 

The data is now populated onto the Compensation Budget – Cut Form: 
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Pooled Personnel - Cuts: 

 This form allows users to allocate changes made during the budget cut process, both positive and 

negative, for Pooled Personnel Commitment Items.  

 Users must select each relevant Fund Center from the page view drop-down menus, and then enter the 

total budget cut by Commitment Item. 

 Editable cells are highlighted in YELLOW (default settings) 

 Users will see Fund Center-level information on management targets only if applicable.   

 Enter only whole dollar amounts.  

 Full instructions can be found here: http://budgetoffice.nku.edu/aboutbudgetprocess/process.html 

 Data Definitions:  

o Column A: Fund (The majority of budgeted items are in the Unrestricted Current Fund, 

0111000100) 

o Column B: Functional Area (with suppress) 

o Column C: Commitment Item, alias (with suppress)  

o Column D: Prior Year Actual 

o Column E: Current Year Revised Budget  

o Column F: Next Year Baseline, which the same as the Current Year Final Budget + Any Final 

Adjustments (and Compensation Adjustments, as applicable).  

o Column F: Next Year Pooled Compensation Re-allocations to Central. Perform all data entry 

into this field, and enter an adjustment amount (positive or negative) that you wish to see 

compared to Baseline.  

o Column G: Formula member, Baseline Budget + Cuts. 
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To access the Pooled Personnel – Cuts form, click on the link named Pooled Personnel - Cuts, under Budget Planner: 

 
 

 
 
 

 

Perform data entries in the highlighted column for this form. Once data is entered, click on the icon located at 

the top of the screen.  

 

If you need to access the next task under Budget Planner, click on the  icon located at the top of the screen. 

 

If you do not need to access another form under Budget Planner, click on the icon located at the top of the 

screen.  

 
 
Proposed Budget Review Form: 

 
This form allows users to see every change to the Proposed Budget. 
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Changing Fund Centers within each form: 
 
At the top of the screen, click on the current fund center: 
 

 
 
The following screen appears. There are a couple ways to access another fund center. 
 

1. In the “Search Fund Center” field, type the fund center name, for example “Physics and Geology” or the  
fund center number by entering “FC_<fund center number>” and clicking Enter. Then, the fund center number 
will appear under “Results”.  
 

2. A list of fund centers will also appear for which the user has access. Hover over the fund center of your choice. 
For example below, hover over FC_235040010 (Geography Lab). Then click ON the light blue check mark next to 
fund center to choose it. This will turn into a dark blue checkmark. Once check mark is dark blue, click 

. 
 

 
 
 
 After clicking OK, the fund center will change at the top of the screen.  

 

However, to see the correct data for this fund center, click the go   arrow at the top of the screen.  
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Complete 
 
Once data entry and/or revision is complete after processing the fund centers necessary within a form, click on box next 

to complete located at the top right hand corner of the form. A checkmark will appear in the box. The task 
is then complete.  
 

Then click  to return to the Task Lists screen. Click  to view the status of the task. The green 
check and status next to the form on the task lists screen, indicate that the form is complete.  See example below: 

 

  
 
Comments, Supporting Detail and Attachments 
 
To access these features, position your cursor in the editable cell and right click.  
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Comments:  

 

Comments is useful for providing more detail regarding the data entry on a cell. When a cell has a comment 

attached to it, a small triangle appears in the upper right corner.  

 

Click on Comments. The following screen appears.  

Enter information in the comments box and click Post. 

  
Supporting Detail: 

 
To use Supporting Detail in a cell, it is useful to understand the concept of “children” and “siblings” in PBCS.  

Everything in PBCS exists in a hierarchy. The lower levels – children – generally have values that add-up to the parents. 

“Siblings” are two members, at the same level, that have values that add up to their shared parent. For the Supporting 

Detail function, users can add either a child or a sibling, but the eventual goal is to describe the value in the cell itself.  

 

Click on Supporting Detail. The following dialog box appears. Click on Actions and then Add child  

 

 
 

 
 

The following dialog box appears. Rename the title in the box named Untitled. Click in the cell under 

Operator to choose the operating function needed. Then add the $ amount under the FYxx Budget Request 

column. Once this amount is entered, it automatically populates in the Total column. 
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After clicking , the amount is automatically populated in the cell on the form. 

 

A child must be added first, in order to add a sibling. To add a sibling, click on the cell where a data entry has 

been made for child. Click on Supporting Detail. Click on Actions and then Add sibling. 

 

   
 

 

A second box appears under the first. Input the information for sibling (test 1). Once this amount is entered, it 

automatically calculates the cells together and populates in the Total column. 

  
 

After clicking , the $ amount is automatically populated in the cell on the form. 
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Attachments: 
PBCS allows users the capacity to attach a document to a cell. It will remain with that cell, and documentation, through 
archive. The Budget Office has no procedures in place that require attachments; however, they may prove useful for a 
unit’s internal documentation needs. 

Click on Supporting Detail. The following dialog box appears. Click on  to access your file and 

then click . 

 

 

 
 


