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INTRODUCTION TO BUDGETING & FORECASTING  
This guide provides a high -level overview of Oracle Enterprise Performance Management (EPM) as it 

supports the universityɅs budget and forecasting process. ϥt is designed to familiarize campus planners 

with  core system functionality, including navigation, data entry, and reporting features. While this 

reference outlines foundational concepts, individual users should collaborate with their unit finance 

teams to understand specific business processes, best pra ctices, and planning  timelines relevant to their 

areas.  

Oracle EPM integrates key data sources Ɂbringing together workforce position details from Workday 

Human Capital Management (HCM) and financial and workforce costing data from the Oracle E -Business 

Suite (EBS) General LedgerɁenabling a more comprehensive and  connected planning experience.  

Oracle EPM System Structure for Budget & Forecast  
Oracle EPM for budgeting and forecasting is built on a layered framework (shown as a pyramid to 

illustrate the importance of each part) that is entirely based on its four core cubes: Workforce, Financials, 

Workforce Reporting, and Financials Reporting. At the top, your daily planning is done through intuitive 

tools like forms, dashboards, and specific program inputs, which rely on Oracle EBS, Labor Distribution, 

and Workday HCM data.  Below, the multidimensional settings (such as Scenario, Version, Period, 

Currency, Plan Elements, Object Code, Activity, Organization, Funding Source, Function, Program, 

Location, Oracle Segments) , chart of accounts, and hierarchies provide structure and consistency for your 

data. All these layers feed directly into the cubes, where budget and forecast numbers are captured, 

stored, and smoothly transferred across the system.   

 

 

**Oracle EPM segments are not currently configured in Oracle EBS, but are planned 

to be included in the future state of the chart of accounts redesign. 
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Oracle EPM Cubes for Budget and Forecast  
 

Oracle EPMɅs cube structure is a robust  framework that helps organize and connect budget and forecast 

data across the system. At its core are four main cubes  - Workforce, Workforce Reporting, Financials , and 

Financials Reporting  - each with a distinct role in capturing and analyzing planning data. Understanding 

how data moves between these cubes is key to using the system effectively. For example, workforce 

position data typically starts in the Workforce cube and is then moved /pushed through the system 

through business rules  into the Financials and Reporting cubes to support broader budget planning and 

analysis. As you explore Oracle EPM, we encourage you to build familiarity with how these cubes interact. 

This knowledge will not only strengthen your planning accuracy but als o empower you to troubleshoot 

issues, collaborate across teams, and make the most of the systemɅs capabilities. 
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System  Integrations  into Oracle EPM  (Campus ) 
 

Oracle EPM relies on data flow  from multiple university source systems into its core cubes to support 

integrated workforce and financial planning. Each fall , Oracle Labor Distribution costing /effort Ȥ

distribution  is matched with Workday position  detail and integrates this information into the Workforce 

cube in Oracle EPM.  Workday also supplies open position listings and default object codes for automated 

benefit calculations  in Oracle EPM.  Following the monthly closing of the general ledger in Oracle EBS, 

actuals are integrated  the Financials cube .   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6 
 

Oracle EPM Process Flow  
Follow this recommended process when building your forecast and budget to ensure data flows correctly 

between the Workforce, Financials, and Reporting cubes  in Oracle EPM: 

1. Work in Sequence When Possible.  The system is configured to support a specific process flow. 

While you can work out of order, following the sequence helps maintain data integrity.  

2. Save Frequently.  Saving triggers business rules associated with each data form. This ensures 

calculations and validations run as intended.  

3. Push Data Between Cubes.  After entering data, complete the Local Data task to push values 

across cubes. Ÿ Local Business Rule Initiation Instructions  

 

 

 

 

 

 

 

IMPORTANT:   The current year forecast and next year budget are 

separate scenario dimensions in Oracle EPM. This means that you need 

to plan for each scenario separately; one will not automatically flow into 

the other. Remember this important point in both workforce pl anning 

and when using the trending functionality in Oracle EPM.       
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Movement of Data within Oracle EPM  
 

Global Business Rules  ɀ Initiated Automatically by the System  
To transfer data between cubes within Oracle EPM, the system is set up to run global business rules to 

ensure that the automated calculations, business rules, and data move between the cubes in an 

organized sequence. This data push  enforces the systemɅs order of operationsɁvalidating inputs, 

executing allocations, and aggregating results Ɂbefore sending data to downstream cubes. By 

centralizing these processes, global business rules maintain data integrity, ensure consistent calculat ion 

logic, and manage the  volume and complexity of planning data across the cloud -based environment.  

The global business rules run three times a day to run calculations and move all system data  from the 

workforce cube to the financials and reporting cubes and financials data to the reporting cube.  

Timing of the Global Business Rules

 

Local Business Rule ɀ Initiated by Campus Planners  
To streamline planning activities, campus planners can also initiate the business rules locally by running a 

task in Oracle EPM, rather than waiting for the global business rule pushes.   The planner task to run the 

local business rules allows for on -demand  calculations and data pushes, resulting in real -time 

updates  to the data within your organization, including the calculation of net assets.  

 

 

 

 

 

 

IMPORTANT:   If you are running the local business rule during the global 

business rules and have confirmed that the local business rules have 

completed (see instructions below), there may be a conflict of the 

global/local business rules that results in data not looking as expected .  

Re-running the local task after completing the global business rule 

will reset the data within your organization .     
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Quick Instructions on Initiating the Local Business Rule

   

 

Detailed Instructions on Initiating the Local Business Rule  

1. Navigate to the HOME Screen in Oracle EPM and select the Tasks  cluster.  

 
 

 

2. From the ɄTasks:  All Task ListɅ screen, navigate to the Campus Planner task and expand by 

clicking the triangle at the left of the task, then select the Campus Planner Jobs by 

Organization link.  

 
 

 

3. Click Launch to initiate the ɄRuleset_Campus_DataPushɅ. 
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4. Select the Organization where you would like to run the business rules to push data from 

Workforce to Financials and Reporting, ensuring the blue check mark is visible.  Click Ok.  

You can select the highest Organization level you can access in Oracle EPM or a lower level, 

depending on your needs. NOTE:  If you run the task at the lower level organization, 

the higher level roll -up organization will not update until the next scheduled global 

run.  i.e. The task only works downstream from the lowest level sel ected.  

 
 

5. Confirm that the Organization within the pop -up window is appropriate for your needs, 

and then click Launch  as a final step to initiate the task.  

 
6. When the rule set is completed, you will receive the message that it was run successfully.  

Click Ok.  
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CONFIRMING YOUR LOCAL BUSINESS RULE TO PUSH DATA IS IN PROCESS OR COMPLETE 

Occasionally, you may receive a Warning message (see below) that indicates Oracle EPM has Ʉtimed outɅ 

of the screen you are on.  If this occurs during the task run to push data, you may wonder if this has 

impacted/stopped the rules from running!    

 

 

Despite this warning, the rules are still running behind the scenes, and you should not see a decrease in 

functionality.   

To confirm local business rule has completed in Oracle EPM, please use the following instructions to 

navigate to the jobs that are in progress and completed.   

 

1. Navigate to the HOME Screen in Oracle EPM, select the Application cluster, and then select 

the Jobs card. 

 

2. If the rule has completed, you will see this:  
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If the rule is still in progress, you will see this:  

 

You can click Refresh  to update the progress of the rules and wait to confirm the 

successful completion.  

 

IMPORTANT INFORMATION TO REMEMBER ABOUT HOME ORG AND LD ORG AND THE LOCAL 

BUSINESS RULES 

When making updates in Oracle EPM Workforce, you may encounter instances where financial impact 

updates must be made to positions with a Labor Distribution Organization that differs from the Home 

Organization. In these cases, the process to complete the on  demand local business rules is two -sided 

and must be completed in sequential order  for the task to appropriately update the Workforce, 

Financials, and Reporting cubes.  

 

1. Confirm that the updated position distribution record is associated with an LD Organization 

different from the Home Organization. Understanding that the task to run on demand business 

rules is two -sided in these instances, this is a good time to notify the  representative of the listed LD 

Organization that you are updating the distribution data. This will enable them to prepare to run the 

task as on their side as the second step of the process.   
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2. After completing the workforce updates, follow instructions above to run the task to initiate the local 

business rules for the Home Organization first . In this case, the task should be run using 

Organization 260000 first. This will update the information in the Workforce cube related to the 

Home Organization records. However , since the LD Organization is different, the charging 

information in Financials and Reporting will  not be refreshed  until the other side is 

completed.  

 

 
3. As noted in step 2, until the task is completed for both  the Home Org anization  and the LD 

Organization, the charging information will not be updated in the LD Organization Ʌs Financials. After 

the task has completed running for the Home Organization, you must either run the task for the LD 

Organization yourself if you have access or notify the representative of the LD Organization and 

instruct them to run the task to update their Financi als and Reporting cubes on demand.  

 
 

Remember ɀ the steps must be completed in sequence:  
 

 

 

  

Data Updates Home Org Task LD Org Task
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Schedule for Oracle EPM System Activities  
 

There are times throughout the day that Oracle EPM functionality is impacted by system activities.  It is 

important to understand this timing and impact on the data or access.  These system activities are 

dependent upon the amount of information within the  system, user activities, as well as data integration 

considerations dependent upon routine maintenance of source systems such as Oracle EBS and 

Workday.   
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ORACLE EPM WORKFORCE 
 

Workforce Planning in Oracle EPM  
The required Oracle EPM training on -demand video (see CMUɅs Oracle EPM training website) provides a 

comprehensive overview and a foundational understanding of the Workforce module. As you become 

more familiar with the system  and leverage this reference guide , revisiting these training videos can help 

reinforce key functionality and support your ongoing learning.   

Data Integrations with Workday HCM and Oracle Labor Distribution (LD)  

 

   

 

Manage Employees  

Existing Employees  

The Manage Existing Employees form in Oracle EPM is a tool for viewing and editing an employeeɅs 

position related data.  This form presents a comprehensive overview of employee positions and supports 

functions including updating employment details, status changes, and maintaining posit ion data within 

the Home Organization.   

 

 

 

 

 

 

 

 

IMPORTANT:   Workforce data is imported at the Position level  from 

Workday and matched with the corresponding Labor Distribution (LD) 

data from Oracle EBS.  Therefore, all functionalities in the Workforce 

module in Oracle EPM operate at the Position level , not at the individual 

(person) level.   

Example in practice:  When an employee goes on a Leave of Absence, the leave 

must be recorded for each Position  held.  The system does not automatically 

apply the leave across multiple positions. 

https://www.cmu.edu/finance/training/area/systems/oracle-epm.html
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Within  the Manage Existing Employees  data form , you will be able leverage the Ʉright click 

functionalityɅ on the employeeɅs position to initiate the following transactions:  

 

Navigate to the Manage Existing Employee Form  

1. From your Oracle EPM home page, click the Workforce card and then click the Forecast cluster . 

 
 

2. The first vertical tab, " Manage Employees ", will display, along with the first horizonal tab, 

"Existing  Employees " and first data entry form, " Manage Existing Employees Forecast ". 
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3. Click the blue , hyperlinked dimension to modify your Point of View (POV) for the relevant Home 

Organization.  

 
 

4. Utilize the search functionality to search for your relevant Organization or use the expansion icon 

to navigate hierarchies to arrive at your relevant Organization, ensuring that the blue check box is 

checked . Click OK to finalize your POV.  

 

NOTE: To view lists of dimensions by Member Name, click Ɏ and then click Display Member 

Name  

 

 

 

 

 

 

 

  

NAVIGATION TIP : Hover over the right side of the form .  Smaller vertical 

and horizontal scroll bars will appear; use the small horizontal scroll bar to 

see relevant employee details, such as costing information from Oracle LD 

and employee data from Workday HCM.  

If you are unable to see the smaller vertical and horizontal scroll bars, use 

the Zoom functionality within your browser (three vertical dots to the right 

of the webpage address.   Once you Zoom out, use the refresh button to 

resize the Oracle EPM window t o view the smaller scroll bars for navigation.  
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CHANGE EXISTING DETAILS ɀ LEAVE OF ABSENCE (STATUS) OR ADJUST SALARY  
Change Existing Details  ɀ Status (leave of absence / active)  

1. To change the status (leave of absence / active)  of an employee , right -click the applicable 

distribution line of the position . Then, click Change Existing Details . A pop-up window will 

appear titled " Change Existing Details ."  

 

 

2. Use the "Action " drop -down menu to select the action you'd like to take (only Active and Leave 

of Absence should be selected), enter a duration (months), use the " Year " menu to select 

applicable fiscal year, add comments in the " Comments " box (optional), and use the " Month " 

drop -down to select a valid month. A valid month in Forecast should be any open month 

available for planning.  Once all fields are correct, click the Launch  button at the bottom right 

of the window.  

 

Note: A pop-up window will appear, indicating successful completion. Click the OK button to 

close the window.  
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Change Existing Details - Salary  

1. To change the salary of a  position , right -click the applicable distribution line of the employee. 

Then, click Change Existing Details . A pop-up window will appear titled " Change Existing Details ." 

 
2. To change position salary, use the " Change Employee " drop -down menu and click Salary . Then 

click the Continue  button.  

 

 

 

 

 

 

 

 

 

3. Use the "From Period " drop -down menu to select the beginning date of change, Salary Basis and 

Rate will default in the ɈSalary Options ɉ box and should not be changed, and use the " Year " 

menu to select applicable fiscal year. Once all options are selected click the Continue button.  

IMPORTANT:  In Budget, when making salary changes, merit applies 

automatically. If a user does not want merit included in the salary change, 

they must right -click the distribution line of the applicable user, click 

Employee Data, and enter zeroes in the applicable rows of the ɈOverride Merit 

%ɉ row under the Employee Properties Budget form (top). 

 



19 
 

 
 

4. Use the "Salary Rate " field to enter the new pay rate for the position  and use the " Salary Basis " 

drop -down menu to select the applicable interval. When ready to continue, click the Launch  

button.  

 
Note : A pop-up window will appear indicating successful completion. Click the OK button.  

 

 

 

  

IMPORTANT:  When updating a 9 -month faculty member Ʌs position, 

the " Salary Basis " should always be selected as " Monthly ɉ. ϥf you 

select "Salary Basis " as ɈAnnual ɉ, then the entered amount will be 

split across 12 months as opposed to 9 months.  
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TRANSFER OF AN EMPLOYEEɅS DISTRIBUTION  
 

 

 

 

 

 

 

 

 

 

 

 

 

Transfer Out ɀ To POOL 

1. To transfer an employee Ʌs position out  of your home organization , right -click on the distribution 

of the applicable position , then select Transfer Employees , and then Transfer Out .  This 

functionality should be used if you do not have access to the receiving organization that the 

employeeɅs position should be transferred to.  

 

IMPORTANT:  There are two ways to transfer an employeeɅs position to 

another organization:  

1) Transfer Out ɀ To POOL 

When the home organization that the position needs to be 

transferred to is outside of your security level , leverage the 

transfer out to pool functionality .  It is important to 

communicate and coordinate  with the receiving 

organizationɅs planner!   

2) Direct Transfer  
 

If you have access to the receiving side of the position 

transfer, use the Direct Transfer functionality.  
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2. A pop-up window will appear titled " Transfer Out ɉ. Use the "Month " drop -down menu to select 

the applicable month and use the "Comments" field to add a comment (optional).  

 
3. When the fields are filled out, click the Launch  button at the bottom right of the window.  

 
NOTE: A pop-up window will appear, indicating successful completion. Click OK. 

 

Transfer Out ɀ Direct Transfer  

1. To transfer an employeeɅs position directly,  right -click the distribution of the applicable 

position , then click Transfer Employees,  and then Direct Transfer  (for when the target 

organization is known).  
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2. A pop-up window will appear titled " Direct Transfer ".  Use the " Month " drop -down menu to 

select the applicable month, use the drop -down menus for " Select Target Job ", use the " Transfer 

Toɉ field to select a target organization, and use the "Comments " field to add a comment 

optional).  

 

 
NOTE: Do not change the  Select Source fields. The information displayed in the ɈSourceɉ 

selections may not match the selected distribution line information ; however, no action is 

needed from the end user in this section.  

 

3. Click the Transfer button.  

NOTE: A pop-up window will appear, indicating successful completion. Click the OK button.  

 

NOTE: Users must  add corresponding effort distributions after a direct transfer to accurately 

reflect new accounting.  

 

4. Once an employeeɅs distribution has been directly transferred, it is important that the receiving 

organization to add the associated effort distribution with the correct accounting.   Refer to the 

section ɄADD AN EFFORT DϥSTRϥBUTϥONɅ below.  
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PLAN A DEPARTURE 

1. To plan a depart ure for  an employeeɅs distribution, right -click the distribution of the applicable 

employeeɅs distirbution , then click Plan Departure on the menu.  

 

2. A pop-up window will appear titled " PlanDeparture ". Use the " Month " drop -down menu to select 

the applicable month, use the " Action " drop -down menu to select applicable action, use the 

"Year " menu to select applicable fiscal year, and use the " Comments " field to add a comment 

(optional).   

3. When complete, click the Launch  button.  

 
NOTE: A pop-up window will appear, indicating successful completion. Click the OK button.  

 

Data redacted for 

training purposes 
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EFFORT DISTRIBUTION ɀ ADD OR EDIT 
ADD AN EFFORT DISTRIBUTION 

1. On the ɈExisting Employeesɉ screen, right-click the row of the recently -transferred  distribution of 

the applicable employee and then click Add Effort Distribution on the menu.  

 
2. The ɈEffort Distribution Forecastɉ form will appear. ϥn the ɈAssumptionsɉ column under the 

ɈDistribution %ɉ grouping for the distribution line with the ɈTransferred Toɉ organization, enter Ɉ0ɉ 

 

3. Click Save. This will zero out compensation.  

 

4. Right-click the position of the applicable employee on the ɈTransferred Toɉ organization and select 

Add Effort Distribution  

 
5. A pop-up window will appear titled ɈAdd Effort Distributionɉ. Enter details for ɈSelect Target 

Activityɉ, ɈSelect Target Functionɉ, and ɈSelect Target Organizationɉ 

 

6. Click the Launch button . A pop-up window will appear, indicating successful completion, then click 

the OK button.  

 

7. Enter the applicable FTE total in the newly -added distribution line for the applicable months . 
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8. Once ready, click the save button.  

 

EDIT AN EFFORT DISTRIBUTION 

1. To edit effort distribution(s) for an employee, right -click the distribution of the applicable 

employee and then click Effort Distribution  from the menu.  

Data redacted for 

training purposes 
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NOTE: Employees can have multiple positions, each with a subset of distributions. This process 

must be repeated for every applicable distribution line.  

 

2. The "Effort Distribution Forecast" horizontal tab will appear, along with the "Effort Distribution 

Forecast" data form.  

3. To enter a distribution percentage that spans all open periods, use the "Assumptions" column 

under the "Distribution %" grouping to enter a percentage to two decimal places (e.g. 0.XX%). 

Values must be present in periods for the entered Year Total value to  translate across all periods.  

 
4. To enter a distribution percentage by period, scroll to the right and use the column of the 

applicable period to enter a percentage to two decimal places (e.g. 0.XX%).  

 
NOTE: For any employee/position combination, the distribution percentage should not exceed 

100%, but if an employee has multiple positions, the total might exceed 100% for the total 

employee  
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5. Edited distribution % cells will turn brown. Click Save to save your work.  

 
 

6. When finished, close the horizontal tab.  

NOTE: You cannot delete a distribution once it is added, but the data can be cleared, as necessary.  

 

 

REVIEW EMPLOYEE DATA AND OVERRIDE MERIT IN BUDGET 
1. To review employee data, right -click the distribution of the applicable employee, then click 

Employee Data from the menu.  

 

2.  
NOTE: Application configuration is designed to show the ɈFTE Assumptionɉ column as of the last 

month of the YearTotal member (e.g., June).  
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3. The "Employee Data Forecast" horizontal tab will appear, along with the "Employee Data Forecast" 

data form.  

4. Use the "Employee Properties Forecast" and "Employee Compensation Forecast" data forms to 

review applicable data.  

 

 

 

 

 

 

5. When finished, close the horizontal tab  by clicking on the Ɉxɉ.  

 

 

Data redacted for training purposes  

Data redacted 

for training 

purposes  

NOTE: Nothing in Forecast should be editable; however, in Budget, users 

can modify the ɈOverride Merit %ɉ field.  
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CHANGE END DATE 
There are several steps  to update the end date of a position , which  must be completed in sequential 

order to properly  update both the end date and the accoun ting for th e position extension, including 

salary and benefits .  First, you will update the end date, then process this data, and finally run the local 

business rules to push data amo ng the cubes.  

1. To update the position e nd dat e, right -click the distribution of the applicable employee, then click 

Change End Date from the menu.  Select Update End Date  and follow the prompts  to enter the 

modified end date.   

 

2. Once the end date is updated, you will navigate back to the same position and righ t-click on the 

distribution of the applicable employee , then click Change End Date from the menu.  Select 

Process Loaded Data  and complete the  fields.   When all fields ar complete, select LAUNCH .  

 
3. Once complete, click SAVE within the form.    

4. After this information is saved, you may need to adjust the salary information for this position .  To 

do this, leverage the Change Existing Details  functionality to update the salary .    

5. To review your data in the financial s or rep or ting cubes, run the Local Business Rule. 
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Manage Vacant Positions  

 

1. Click the "Manage Vacant Positions" horizontal tab. The "Manage Vacant Positions" data form will 

appear.  

 
2. Vacant positions will appear here. Ensure the correct organization appears in your POV.  

 
3. Hover over the right side of the form. The scroll bar will appear; use this to scroll to the right to 

assign default object codes and salary data to ALL vacant positions by period.  

 
4. Click the Save button to save your work.  
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5. Right-click the line of the distribution and click Process_Loaded_Data, then complete the run -time 

prompts  to run the first business rule.  

 
6. Right-click the line of the distribution and click Synchronize Default and then complete the run -

time prompts to run the second business rule.  

 
NOTE: In Forecast, users must run the rules on the current open period. In Budget, users must 

run the rules beginning in July. Users can select All Years or a single year but are unable to select 

multiple individual years.  
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New Hires  

 

1. Click the third horizontal tab " New Hires ". The "New Employee - INPUT", ɈNew Employee 

Expenses Trend ", and ɈNew Employee Expenses Summary " forms will appear.  

 
2. Click the blue, hyperlinked dimensions to modify your POV for relevant Organization or Fund.  

 
3. Utilize the search functionality to search for your relevant dimension or use the expansion icon to 

navigate hierarchies to arrive at your relevant dimension, ensuring that the check box is checked.  

 
4. Click the OK button to finalize your POV.  

 
NOTE: To view lists of dimensions by Member Name, click Ɏ and then click Display Member 

Name .  
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5. To add a new hire, right -click anywhere in the " New Employee - INPUT" form, then click Add 

Planned Position.  

 
6. A pop-up window will appear titled " Add New Employee Ɉ. Enter the number of requisitions in the 

"No. of requisitions " field, use the "Employee Type" drop -down menu to select type, and enter an 

FTE figure in the "FTE for each" field; When complete, click the Continue  button.  

 
7. Use the drop -down menus for "Start Month" and "End Month" to complete calendar information. 

When ready, click the Continue  button.  



35 
 

 
NOTE: ɈEnd Month ɉ is not a required field. 

 

8. Select job in the "Job" field, Salary Basis and Rate will default in the ɈSalary Optionsɉ box and should 

not be changed, and use the drop -down menu for "Default Object Code" to select object code for 

the new hire. When ready, click the Continue  button.  
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9. Select "Salary Rate", enter a comment in the "Comments" field (required), and use the drop -down 

for "Salary Basis" to select a payment interval. When ready, click the Continue  button.  

 
10. Use the drop -down menus for "Function", "Activity", "Location", "Organization", and "Program" to 

select default dimensions, and enter a comment in the "Comments" field (optional).  

 
11. When all information is entered, click the Launch  button.  

 
NOTE: Some menu options allow you to begin typing to search for your dimension. A pop -up 

window will appear, indicating successful completion. Click OK. Your new hiring requisition will 

appear in the "New Employee - INPUT" form.   
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Employee Transfer In   
 

1. From your Oracle EPM home page, click the Workforce  card, then click the Forecast  cluster.  

 
NOTE: Role-based security drives a userɅs ability to see certain clusters and data intersections within 

Oracle EPM. Depending on your role, you may not see certain cards displayed in the adjacent 

screenshot.  

 

2. Click the second vertical tab "Employee TransferɈ.  

 
The ɈReview Pending Transfer Forecastɉ form will appear. All pending transfers will appear here. 

 

3. To perform a transfer in, right -click the row of the distribution line of the employee you'd like to 

transfer in and click Transfer In.  

 

 

4. A pop-up window will appear titled "Transfer ϥnɉ. Use the selection menu for "Department" to select 

target organization transferring to.  
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NOTE:  The information displayed in the ɈSourceɉ selections may not match the selected distribution 

line information, however, no action is needed from the end user in this section.  

 

5. When ready, click the Launch  button.  

 
NOTE: A pop-up window will appear, indicating successful completion. Click the OK button.  
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Pooled Compensation Planning  
1. From your Oracle EPM home page, click the Workforce  card, then click the Forecast  cluster.  

 
NOTE: Role-based security drives a userɅs ability to see certain clusters and data intersections 

within Oracle EPM. Depending on your role, you may not see certain cards displayed in the 

adjacent screenshot.  

 

2. Click the third vertical tab " Pooled Compensation Planning ".  

 
3. The "Pooled Compensation Planning - Forecast " and " Pooled FTE Planning - Forecast " data 

forms will appear. Click one of the blue,  hyperlinked dimensions to modify your POV for relevant 
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Organization, Fund, Activity, or Function  

 
4. Utilize the search functionality to search for your relevant dimension or use the expansion icon to 

navigate hierarchies to arrive at your relevant dimension, ensuring that the check box is checked.  

 
NOTE: Apply these same steps for each applicable dimension.  

 

5. Click the OK button to finalize your POV.  

 

 
NOTE: To view lists of dimensions by Member Name, click  Ɏ and then click Display Member 

Name . 

 

6. In the " Pooled Compensation Planning - Forecast " data form, use the " YearTotal " column 

under the " Direct Input " grouping to add compensation data to relevant c -level accounts. 
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Associated benefit amounts will need to be manually added to corresponding accounts.  

 
7. Use the "Assumptions " column under the " Comment " grouping to add comments as needed.  

 
NOTE: To export/download one side of the dashboard, hover over the applicable form and click 

the actions menu. Do NOT export the entire form (using the top right action menu of the larger 

form. If data is entered for compensation (this form), users MUST enter associated FTE data in the 
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corresponding FTE account in the adjacent form.  

 

8. In the " Pooled FTE Planning - Forecast " data form, use the " YearTotal " column under the 

"Direct Input"  grouping to add pooled FTE compensation data to relevant FTE categories.  
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9. Use the "Assumptions " column under the " Comment " grouping to add comments as needed

 
10.  Click the Save button to save your work.  
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Workforce Overview  
 

1. From your Oracle EPM home page, click the Workforce  card, then click the Forecast  cluster.  

 
NOTE: Role-based security drives a userɅs ability to see certain clusters and data intersections 

within Oracle EPM. Depending on your role, you may not see certain cards displayed in the 

adjacent screenshot.  
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2. Click the fourth  vertical tab "Workforce Overview". Four review forms will appear on the ɈSummary 

Dashboardɉ horizontal tab - "Total Existing Employee Summary", "Existing vs. New Hires", "Budget 

vs. Forecast", and "Compensation Summary by Funding Sourceɉ. 

3. Review the various graphs, ensuring your POV is on the correct organization.  

 

NOTE: Review forms can be viewed at higher levels. The bars in the graph are interactive; click on 

the applicable bar to drill into detail. You can also hover over the graph and change the chart type 

in the top right -hand corner of the dashboard. The from titl ed ɈFTE by Typeɉ (top-right quadrant) is 

coming from the Workforce cube, while the others are coming from the Financials cube.  

 

4.  Click the second horizontal tab, "Workforce to Financials Data Check".  
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5. Click one of the blue, hyperlinked dimensions to modify your POV for relevant Organization, Fund, 

Activity, or Function.  

 
6. Utilize the search functionality to search for your relevant dimension or use the expansion icon to 

navigate hierarchies to arrive at your relevant dimension, ensuring that the check box is checked.  

 
NOTE: Apply these same steps for each applicable dimension.  

 

7. Click the OK button to finalize your POV.  

 
NOTE: To view lists of dimensions by Member Name, click Ɏ and then click Display Member 

Name . 

 

8. Review the reports to ensure correct data between workforce and financials clusters. The 

numbers should match exactly.  
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NOTE: If they do not match, check back in the time specified at the top of the dashboards with 

data refresh timing. Also, pooled compensation is planned using the financials cube and will not 

appear in this dashboard. This dashboard excludes pooled compensation entries.  

 

9. Click the third horizontal tab, "Existing Employees Review". A review form titled "Forecast - Existing 

Employees REVIEW" will appear. 

 
 

10. Click one of the blue, hyperlinked dimensions to modify your POV for relevant Organization, Fund, 

Activity, or Function  

 

11. Utilize the search functionality to search for your relevant dimension or use the expansion icon to 

navigate hierarchies to arrive at your relevant dimension, ensuring that the check box is checked.  
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NOTE: Apply these same steps for each applicable dimension.  

 

12. Click the OK button to finalize your POV.  

 
NOTE: To view lists of dimensions by Member Name, click Ɏ and then click Display Member 

Name . 
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Use the review form to validate existing employee forecast data.  

 

II. A pop-up window will appear titled " Change Existing Details ". To change employee status, use 

the " Change Employee " drop -down menu and click Status . Once the option is selected from the 

dropdown, click Continue.  

 
NOTE: Employees can have multiple positions, each with a subset of distributions. This process 

must be repeated for every applicable distribution line.  

Data redacted for training 

purposes 
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ORACLE EPM FINANCIALS 
 

Graduate Tuition and Student Aid  

Graduate Student FTE INPUT form  

1. From your Oracle EPM home page, click the Financials card, and then click the Forecast  cluster.  

 
NOTE: Role-based security drives a userɅs ability to see certain clusters and data intersections 

within Oracle EPM. Depending on your role, you may not see certain cards displayed in the 

adjacent screenshot.  

 

2. The first vertical tab, "Graduate Tuition", will display, along with the first horizonal tab, "Graduate 

Student FTE" and first data entry form, "Forecast - Graduate Student FTE INPUT". 

 

 

3. Click one of the blue, hyperlinked dimensions to modify your POV for relevant Tuition 

Organization, Fund, or Activity.  
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4. Utilize the search functionality to search for your relevant dimension or use the expansion icon to 

navigate hierarchies to arrive at your relevant dimension, ensuring that the check box is checked.  

 

NOTE: Apply these same steps for each applicable dimension. The member selector will only display 

organizations for which graduate tuition is applicable.  

5. Click OK to finalize your POV.  

 

NOTE: To view lists of dimensions by Member Name, click Ɏ and then click Display Member Name . 

6. Once the relevant POV has been selected, your valid intersection will appear. Relevant Graduate 

Student programs by Organization will appear on the left -hand side. Use the "Adjustment (+/ -)" 

columns under the "Incoming Student FTE" grouping to adjust incom ing students by period.  
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7. Use the "Adjustment (+/ -)" columns under the "Continuing Student FTE" grouping to adjust 

continuing students by period.  

 

8. Reference the "Adjustment (+/ -)" columns under the "Total Student FTE" grouping to see a total 

calculation based on direct inputs from previous columns.  
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NOTE: Editable cells appear white and will turn brown color once data is populated. Closed periods will 

be grayed out, whereas editable periods will appear in white. The months displayed follow a typical 

academic calendar (e.g., in Forecast, "Sep" = Fall, ɈJanɉ = Spring, ɈJunɉ = Summer). 

9. Click Save to save your work.  

 

NOTE: Inputs for student FTE and tuition rates should be semester (rather than annual) totals as planning 

is occurring on a semester basis.  

 

 Graduate Tuition INPUT form  

1. Click the second horizontal tab, "Graduate Tuition". A data form will appear titled "Forecast - 

Graduate Tuition ϥNPUTɈ. 

 

2. Click one of the blue, hyperlinked dimensions to modify your POV for relevant Tuition 

Organization, Fund, or Activity.  
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NOTE: The POV you selected on the prior form will carry over to the current form. Only change your 

POV as necessary to view a different valid intersection of data.  

3. Utilize the search functionality to search for your relevant dimension or use the expansion icon to 

navigate hierarchies to arrive at your relevant dimension, ensuring that the check box is checked.  

 

NOTE: Apply these same steps for each applicable dimension.  

4. Click OK to finalize your POV.  

 

NOTE: To view lists of dimensions by Member Name, click Ɏ and then click Display Member Name . 

5. Once the relevant POV has been selected, your valid intersection will appear. Relevant Graduate 

Student programs by Organization will appear on the left -hand side. Use the "Assumptions" 

column under the "Trend" grouping to apply a trend to historical data.   
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NOTE: Refer to the Trend Definitions QRG to determine which trend should be selected. If a trend is 

selected that is not applicable to Forecast, an error message will prevent a user from proceeding.  

6. Use the "Assumptions" column under the "% Increase/(Decrease)" grouping to apply a percentage 

increase or decrease to historical data.  

 

7. Use the "Adjustment (+/ -)" columns under the "Program Tuition" grouping to make an adjustment 

to calculated data from previous columns. Totals will be calculated in the adjacent column.  

 

NOTE: Editable cells appear white and will turn brown once data is input.  

8. Click Save to save your work.  
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NOTE: Inputs for student FTE and tuition rates should be semester (rather than annual) totals as 

planning is occurring on a semester basis.  

 

 Graduate Tuition and Aid INPUT form  

1. Click the third horizontal tab, "Graduate Tuition and Aid". A data form will appear titled "Forecast - 

Graduate Tuition REVϥEW and Student Aid ϥNPUTɈ. 

 

2. Click one of the blue, hyperlinked dimensions to modify your POV for relevant Tuition 

Organization, Fund, or Activity.  

 

NOTE: The POV you selected on the prior form will carry over to the current form. Only change your 

POV as necessary to view a different valid intersection of data.  
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3. Utilize the search functionality to search for your relevant dimension or use the expansion icon to 

navigate hierarchies to arrive at your relevant dimension, ensuring that the check box is checked.  

 

NOTE: Apply these same steps for each applicable dimension  

4. Click OK to finalize your POV.  

 

NOTE: To view lists of dimensions by Member Name, click Ɏ and then click Display Member Name. 

5. Once the relevant POV has been selected, your valid intersection will appear. Relevant Graduate 

Student programs by Organization will appear on the left -hand side as well as Student FTE, 

Tuition, and GTR information.  
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6. Use the "Assumptions" column under the "% on Gross Tuition" grouping to apply a percentage on 

gross tuition. Student aid is calculated by a percentage of gross tuition, and positive numbers 

should be used.  

 

NOTE: Percentages should be entered as decimals to one place. Editable cells appear white and will 

turn brown color once data is input. A calculated value will appear in the adjacent column.  

7. Use the "Adjustment (+/ -)" column under the "C7520: STUDENT AID - GRADUATE" grouping to 

adjust the calculated data.  

 

NOTE: Adjustments should be entered as whole numbers. Editable cells appear white and will turn 

brown once data is input. A calculated value will appear in the adjacent column.  

8. Click Save to save your work.  
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 Graduate Tuition and Student Aid REVIEW form  

1. Click the fourth horizontal tab, "Graduate Tuition and Aid". A review form will appear titled 

"Forecast - Graduate Tuition and Student Aid REVϥEWɈ. 

 

2. Click one of the blue, hyperlinked dimensions to modify your POV for relevant Tuition 

Organization, Fund, or Activity.  

 

NOTE: Your POV could change when moving from ɈϥNPUTɉ to ɈREVϥEWɉ forms. Ensure that your POV is 

correct. Review forms allow you to view rolled -up data (e.g., instead of a specific Fund, for example, 

ɈTotal Fund" can be selected). 

3. Utilize the search functionality to search for your relevant dimension or use the expansion icon to 

navigate hierarchies to arrive at your relevant dimension, ensuring that the check box is checked.  
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NOTE: Apply these same steps for each applicable dimension.  

4. Click OK to finalize your POV.  

 

NOTE: To view lists of dimensions by Member Name, click Ɏ and then click Display Member Name . 

5. The review form titled ɈForecast ɀ Graduate Tuition and Student Aid REVϥEWɉ will display, meaning 

nothing on this form is editable and is reference or calculated data from prior forms. Use the 

various columns to review.  

 

NOTE: The review form suppresses rows with no data, however, if there is data at the selected 

intersection it will appear here.  
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 Graduate Tuition Summary REVIEW form  

1. Click the fifth horizontal tab, "Graduate Tuition Summary". A data form will appear titled "Forecast 

- Graduate Tuition SUMMARYɈ. 

 

2. Click one of the blue, hyperlinked dimensions to modify your POV for relevant Tuition 

Organization, Fund, or Activity.  

 

NOTE: Your previously -selected POV will remain, however, because this is a data entry form, you must 

view data at the lowest level instead of at a rolled -up level (e.g. a specific Fund instead of Total Fund).  

3. Utilize the search functionality to search for your relevant dimension or use the expansion icon to 

navigate hierarchies to arrive at your relevant dimension, ensuring that the check box is checked.  
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NOTE: Apply these same steps for each applicable dimension.  

4. Click OK to finalize your POV.  

 

NOTE: To view lists of dimensions by Member Name, click Ɏ and then click Display Member Name . 

5. Use the "Adjustment (+/ -)" column under the "YearTotal" grouping to adjust data.  
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NOTE: Editable cells appear white and will turn brown once data is input.  

6. Click Save to save your work.  

 

NOTE: ϥn next yearɅs budget ɈGraduate Tuition Summary" form, you will see July calculated from the 

June forecast. 
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Revenue Planning  

Other Revenue INPUT form  

The other revenue input form is used to plan for revenue outside of the graduate tuition  planning 

module.   Within this planning form, there is an automated system calculation for the Endowment  Draw 

(C6450) for both the forecast and budget .  See information below regarding this calcu lation , which can 

also be adjusted within the Oher Revenue INPUT form .   

 

 

 

 

 

 

 

1. From your Oracle EPM home page, click the Financials card, and then click the Forecast  cluster.  

 
NOTE: Role-based security drives a userɅs ability to see certain clusters and data intersections within 

Oracle EPM. Depending on your role, you may not see certain cards displayed in the adjacent screenshot.  

 

2. Click the second vertical tab, " Revenue ". The first horizontal tab, " Other Revenue ", will appear, along 

with a data form titled " Forecast - Other Revenue INPUT Ɉ. 

ENDOWMENT DRAW CALCULATION :  Oracle EPM leverages the forecasted Q1 

value of the endowment draw and the growth rate assumption provide d by 

Financial Reporting  (see the assumptions released each review cycle for the most 

updated rate)  for foreca st and budget as follows:   

FORECAST Q2, Q3, Q4 = forecast Q1 value of C6450  

BUDGET Q1 through Q4  = (forecast Q1 valu e of C6450) * (1+growth rate ) 
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3. Click one of the blue , hyperlinked dimensions to modify your POV for relevant Organization, Fund, or 

Activity.  

 

4. Utilize the search functionality to search for your relevant dimension or use the expansion icon to 

navigate hierarchies to arrive at your relevant dimension, ensuring that the check box is checked.  
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NOTE: Apply these same steps for each applicable dimension.  

 

5. Click the OK button to finalize your POV.  

 
NOTE: To view lists of dimensions by Member Name, click Ɏ and then click Display Member Name . 

 

6. Once the relevant POV has been selected, your valid intersection will appear. Relevant revenue 

accounts will appear on the left -hand side. Use the " Assumptions " column under the " Trend " 

grouping to apply a trend to historical data.  
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NOTE: Refer to the Trend Definitions QRG to determine which trend should be selected. If a trend is 

selected that is not applicable to Forecast, an error message will prevent a user from proceeding.  

 

7. Use the "Assumptions" column under the "% Increase/(Decrease)" grouping to apply a percentage 

increase or decrease to historical data.  

 
NOTE: Editable cells appear white and will turn brown once data is input. Percentages should be entered 
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as decimals to one place (e.g., 0.X%). The percentage will be applied to the selected trend. If no trend is 

selected, the percentage will not calculate.  

 

8. Use the "YearTotal" column under the "Adjustment (+/ -)" grouping to add to or subtract from the 

calculated data.  

 
NOTE: Adjustments should be entered as whole numbers. Editable cells appear white and will turn 

brown once data is input. A calculated value will appear in the adjacent column.  

 

9. Click the Save button to save your work.  

 

 

Total Revenue REVIEW form  

1. Click the second horizontal tab, "Total Revenue". A review form will appear titled "Forecast - Total 

Revenue REVIEW". 
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2. Click one of the blue, hyperlinked dimensions to modify your POV for relevant Organizations, 

Funds, or Activities.  

 
NOTE: Your POV could change when moving from ɈϥNPUTɉ to ɈREVϥEWɉ forms. Ensure that your POV is 

correct. Review forms allow you to view rolled -up data (e.g., instead of a specific Fund, for example, ɈTotal 

Fund" can be selected).  

 

3. Utilize the search functionality to search for your relevant dimension or use the expansion icon to 

navigate hierarchies to arrive at your relevant dimension, ensuring that the check box is checked.  

 
NOTE: Apply these same steps for each applicable dimension.  

4. Click the OK button to finalize your POV. The review form will display, meaning nothing on this 

form is editable. Use the various columns to review.  

 
NOTE: The review form suppresses rows with no data, however, if there is data at the selected 

intersection it will appear here.  

 

Total Revenue DASHBOARD form  

1. Click the third horizontal tab, "Total Revenue Dashboard". A dashboard will appear titled "Total 

Revenue Comparisonɉ. 
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2. Click one of the blue, hyperlinked dimensions to modify your POV for relevant Organizations, 

Funds, or Activities.  

 
NOTE: The POV you selected on the prior form will carry over to the current form. Only change your POV 

as necessary to view a different valid intersection of data. Review forms allow you to view rolled -up data 

(e.g., instead of a specific Fund, for example, ɈTotal Fund" can be selected).  

 

3. Utilize the search functionality to search for your relevant dimension or use the expansion icon to 

navigate hierarchies to arrive at your relevant dimension, ensuring that the check box is checked.  

 
NOTE: Apply these same steps for each applicable dimension.  

 

4. The dashboard will display referencing calculated data from prior forms. Use the graph to review 

revenues . 
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NOTE: The bars in the graph are interactive; click on the applicable bar to drill into detail. You can also 

hover over the graph and change the chart type in the top right -hand corner of the dashboard.  
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Expense Planning  
 

 

Other Expense INPUT form  

1. From your Oracle EPM home page, click the Financials  card, then click the Forecast  cluster.  

 
NOTE: Role-based security drives a userɅs ability to see certain clusters and data intersections within 

Oracle EPM. Depending on your role, you may not see certain cards displayed in the adjacent screenshot.  

 

2. Click the third vertical tab, "Expense".  

 
 

3. The first horizontal tab, "Other Expense", will appear, along with a data form titled "Forecast - 

Other Expense ϥNPUTɈ. 
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4. Click one of the blue, hyperlinked dimensions to modify your POV for relevant Organization, Fund, 

Activity, or Function.  

 
 

5. Utilize the search functionality to search for your relevant dimension or use the expansion icon to 

navigate hierarchies to arrive at your relevant dimension, ensuring that the check box is checked.  

 
NOTE: Apply these same steps for each applicable dimension.  

 

6. Click the OK button to finalize your POV.  

 
NOTE: To view lists of dimensions by Member Name, click Ɏ and then click Display Member Name . 
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7. Once the relevant POV has been selected, your valid intersection will appear. Relevant expense 

accounts will appear on the left -hand side. Use the "Assumptions" column under the "Trend" 

grouping to apply a trend to historical data.  

 
NOTE: Refer to the Trend Definitions QRG to determine which trend should be selected.  

 

8. Use the "Assumptions" column under the "% Increase/(Decrease)" grouping to apply a percentage 

increase or decrease to historical data.  
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NOTE: Editable cells appear white and will turn brown once data is input. Percentages should be entered 

as decimals to one place (e.g., 0.X%). 

 

9. Use the "YearTotal" column under the "Adjustment (+/ -)" grouping to add to or subtract from the 

calculated data.  

 
NOTE: Adjustments should be entered as whole numbers. Editable cells appear white and will turn 

brown once data is input. A calculated value will appear in the adjacent column.  

 

10. Click the Save button to save your work.  

 

 

 

 



76 
 

Total Expense REVIEW form  

1. Click the third horizontal tab, "Total Expense". A review form will appear titled "Forecast - Total 

Expense REVϥEWɉ. 

 

2. Click one of the blue, hyperlinked dimensions to modify your POV for relevant Organizations, 

Funds, Activities, or Functions.  

 
NOTE: Your POV could change when moving from ɈϥNPUTɉ to ɈREVϥEWɉ forms. Ensure that your POV is 

correct. Review forms allow you to view rolled -up data (e.g., instead of a specific Fund, for example, ɈTotal 

Fund" can be selected).  

 

3. Utilize the search functionality to search for your relevant dimension or use the expansion icon to 

navigate hierarchies to arrive at your relevant dimension, ensuring that the check box is checked.  

 
NOTE: Apply these same steps for each applicable dimension.  

 

4. Click the  OK button to finalize your POV.  
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5. The review form will display, meaning nothing on this form is editable. Use the various columns to 

review.   

 

 

NOTE: The review form suppresses rows with no data, however, if there is data at the selected 

intersection it will appear here.  

 

 

Total Expense DASHBOARD form  

1. Click the fourth horizontal tab, "Total Expense Dashboard". A dashboard will appear titled "Total 

Expense ComparisonɈ. 

 

2. Click one of the blue, hyperlinked dimensions to modify your POV for relevant Organizations, 

Funds, Activities, or Functions.  
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NOTE: The POV you selected on the prior form will carry over to the current form. Only change your POV 

as necessary to view a different valid intersection of data. Review forms allow you to view rolled -up data 

(e.g., instead of a specific Fund, for example, "T otal Fund" can be selected).  

 

3. Utilize the search functionality to search for your relevant dimension or use the expansion icon to 

navigate hierarchies to arrive at your relevant dimension, ensuring that the check box is checked.  

 
NOTE: Apply these same steps for each applicable dimension.  

 

4. Click the  OK button to finalize your POV.  

 
 

The dashboard will display referencing calculated data from prior forms. Use the graph to review 

expenses.  
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NOTE: The bars in the graph are interactive; click on the applicable bar to drill into detail. You can also 

hover over the graph and change the chart type in the top right -hand corner of the dashboard.  
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Oracle EPM  

Transfer s Planning  

Reference Guide  

TRANSFERS PLANNING OVERVIEW 

¶ Introduction  

¶ Transfer INPUT form  

× General navigation 

× Direct Transfer functionality 

× Reviewing Transfers Out and In 

¶ Transfer Pool form  

× Transfer to Pool 

× Importing Transfers from the Transfer 

Pool 

¶ Transfer OUT Review form  

× Deleting a Transfer Out 

¶ Transfer IN Review form  

¶ Transfers Reports for Reconciliation  
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Transfers Planning  
 

This section  outlines steps that planners should take within Oracle EPM to efficiently and 

accurately plan for the transfer of funds; an end user should follow these steps to understand 

how to input  transfers , accept transfers  from other organizations, review  transfers IN and 

OUT, delete  direct transfers,  and run reports  for a Ʉfull-pictureɅ view of transfer transactions 

that are planned in Oracle EPM at the lowest level organization or parent organization .    

 

 

 

 

 

 

 

 

 

 

 

Transfer INPUT form  

This form is where you will initiate direct transfers , transfers to the pool , and review  

transfers IN and OUT  by c-level object code.  

Transfer INPUT form | Navigation  

1. From your Oracle EPM home page, click the Financials  card, then click the Forecast  

cluster.  

 

BUILDING BLOCK:  Oracle EPM is designed to capture both sides of the 

transfer for budget and planning  purposes.  Depending upon your 

Oracle security access, you will leverage different functionality in the 

Transfers Planning section of Oracle EPM:   

¶ Direct Transfer:   To be used i f you have Oracle access to  both 

organizations in a planned transfer transaction transfer .  

¶ Transfer to POOL :  To be used i f you do not have access to the 

other organization in the transaction.  When using the Transfer to 

POOL functionality, coordination and communication is critical  to 

ensure appropriate capture of the transaction.   
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2. Click the fourth vertical tab, Transfer.  The first horizontal tab, " Transfers ", will appear, 

along with a data form titled ɈForecast ɀ Transfer INPUT Ɉ. 

3. Click one of the blue , hyperlinked dimensions to modify your POV for relevant 

Organization, Fund, or Activity.  

4. Utilize the search functionality to search for your relevant dimension or use the expansion 

icon to navigate hierarchies to arrive at your relevant dimension, ensuring that the check box is 

checked. 

 
NOTE: Apply these same steps for each applicable dimension.  

 

 

 

 

5. Click the OK button to finalize your POV.  

 

NAVIGATION TIP :  To view lists of dimensions by Member Name, click Ɏ and 

then click Display Member Name . 
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Transfer INPUT form | Direct Transfer  

1. Once the relevant POV has been selected, your valid intersection will appear. Relevant 

accounts will appear on the left -hand side. To perform a direct transfer (when the 

destination of the transfer is known), right -click the row of the account you'd like t o 

transfer from, click Transfer , and click Direct Transfer.  

  

2. A pop-up window will appear titled " Direct Transfer Forecast ". Complete the runtime 

prompts in the top section of the window.  

ü To enter a single -month transfer , select ɄSingle Month Ʌ under ɈEnter 

Transfer Type ɉ. 

ü To enter a transfer and spread it automatically  across the open forecast or 

budget periods, choose the ɄSpreadɅ option under ɈEnter Transfer Type ɉ.  

This will take the amount entered and spread it evenly across the open 

months.  

 

 

 

 

 

 
For consistency and communication, use this standard  transfer description :  

AndrewID ɀ Transfer purpose_ Date entered  
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3. The information displayed in the ɈSourceɉ section will not match the selected transfer line 

source information, however, no action is needed from the end user in this section.  

 

4. When ready, click the Launch  button.  

 
NOTE: A pop-up window will appear, indicating successful completion. Click OK. 

5. Review data in the " Transfer Out ", "Transfer In ", and " Total " columns to ensure transfer 

has been properly included in the forecast/budget.  

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: Transfers, 

entered as positive 

numbers, will appear 

negative in the 

"Transfer Out" 

column and positive 

in the "Transfer In" 

column. A positive 

number in the 

"YearTota l" column 

indicates a benefit to 

your bottom line.  
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Transfer INPUT form  |  Transfer to Pool  

1. The Transfers  horizontal tab should still be present. Ensure that the related data form 

titled ɈForecast ɀ Transfer INPUT " is displayed.  

 
 

2. Click one of the blue , hyperlinked dimensions to modify your POV for relevant 

Organization, Fund, or Activity . 

 
 

3. Utilize the search functionality to search for your relevant dimension or use the expansion 

icon to navigate hierarchies to arrive at your relevant dimension, ensuring that the check 

box is checked.  

 
NOTE: Apply these same steps for each applicable dimension  

 

4. Click the OK button to finalize your POV.  

 
NOTE: To view lists of dimensions by Member Name, click Ɏ and then click Display Member 

Name . 
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5. Once the relevant POV has been selected, your valid intersection will appear. Relevant 

accounts will appear on the left -hand side. To perform a transfer out (when the 

destination of the transfer is unknown or otherwise not specified), right -click the row o f 

the account you'd like to transfer from, click Transfer , and click Transfer Out (POOL ). 

 

6. A pop-up window will appear titled ɈForecast ɀ Transfer Out to Pool ". To enter a single 

month  transfer, select ɄSingle MonthɅ under ɈEnter Transfer Type ɉ, insert a positive 

value for ɈEnter Amount ". Enter text in the " Enter Transfer Description " box (avoiding 

confidential information, adding Andrew ID + a description  + date entered ), and use the 

"Select Period  (For Single Month)" drop -down menu to select an open period.   

NOTE:  The "Select Suggested Organizations " drop -down menu should default to 

ɄTransfer Pool OrgɅ and SHOULD NOT be changed.   

 

 

 

 

 

AndrewID ɀ Transfer purpose_ Date entered  

For consistency and communication, use this standard  transfer description :  

AndrewID  ɀ Transfer purpose_ Date entered  
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7. To enter a transfer and spread it automatically across the open forecast or budget 

periods, repeat the steps above but instead of selecting ɄSingle MonthɅ choose the ɄSpreadɅ 

option under ɈEnter Transfer Typeɉ.  This will take the amount entered and spread it 

evenly across the open months.  

 

8. When ready, click the Launch  button.  

 
NOTE: A pop-up window will appear, indicating successful completion. Click the OK button.  

 

9. Review data in the " Transfer Out ", "Transfer In ", and " Total " columns.  

 

 

 

 

your bottom line.  

 

 

 

 

 

 

 

 

 

 

NOTE: Transfers, 

entered as positive 

numbers, will appear 

negative in the 

"Transfer Out" 

column and positive 

in the "Transfer In" 

column. A positive 

number in the 

"YearTota l" column 

indicates a benefit to 

your bottom line.  
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Transfer INPUT form | REVIEW Outgoing Transfers (Right -Click Functionality)  

1. Click on the fourth vertical tab, Transfer, and then click the first horizontal tab, Transfers . 

The input data form titled ɈForecast ɀ Transfer INPUT Ɉ will appear. 

 

2. To review the details of any outgoing transfers, right -click on any value in the ɄTransfer 

OutɅ column on the form. 

 

3. Click on ɄTransfer Out ReviewɅ. 

 

4. A new horizontal tab called ɄForecast ɁTransfer Out REVIEW Ʌ will open. This tab will show 

the amount, description (if available), and suggested organization for all incoming 

transfers that make up the selected Transfer Out total.  
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5. To export the details , users can click on the  Actions  menu at the top right of the form 

and select either ɄSpreadsheet ExportɅ to export the data as a static Excel file or ɄOpen in 

Smart ViewɅ to export the form to access via the Smart View Excel Add -in. 

 

6. Once review of the form is complete, click on the ɄXɅ in the horizontal tab to close the 

ɄTransfer In REVIEW Ʌ form. 

 

 

Transfer INPUT form | REVIEW Incoming  Transfers  (Right -Click Functionality)  

1. Click on the fourth vertical tab , Transfer, and then click the first horizontal tab, Transfers . 

The input data form titled ɈForecast ɀ Transfer INPUT Ɉ will appear. 

 

2. To review the details of any incoming transfers, right -click on any value in the ɄTransfer In Ʌ 

column on the form.  



90 
 

 

3. Click on ɄTransfer ϥn ReviewɅ. 

 

4. A new horizontal tab called ɄForecast ɀ Transfer ϥn REVϥEWɅ will open. This tab displays 

the transfer in amount, description (if available), and suggested organization for all 

incoming transfers included in the selected Transfer In total . 
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5. To export the details , users can click on the Actions  menu at the top right of the form 

and select either ɄSpreadsheet Export Ʌ to export the data as a static Excel file or ɄOpen in 

Smart View Ʌ to export the form to access via the Smart View Excel Add-in. 

 

6. Once review of the form is complete, click on the ɄXɅ in the horizontal tab to close the 

ɄForecast - Transfer ϥn REVϥEWɅ form.  

 

 

 

Transfer Pool Form  

This data form provides a view of ALL campus transfers to the pool.  As indicated in the previous 

section, it is important to make sure you are:  

(1) communicating with the EPM planner for transfers out to the pool,  

(2) following a consistent transfer description  that follows the format noted in the 

Transfer Out to Pool section, and 

(3) not including any  confidential or proprietary information , as every Oracle EPM 

planner will be able to see the transfers to the pool.   

 

Transfer Pool  |  Importing Transfers from the Transfer Pool  

1. Click the second horizontal tab, Transfer Pool. A review form will appear titled ɈForecast ɀ 

Transfer Pool Ɉ. 
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2. All pending transfer outs will appear here. To perform a transfer in, right -click the row of 

the Transfer Line you'd like to transfer in and click Transfer In . 

 

3. A pop-up window will appear titled ɈTransfer In Forecast ". Use the menu for " Select 

Target Organization " to select target organization transferring to, use the " Select Target 

Fund " menu to select target fund transferring to, and use the " Select Target Activity " 

menu to select target activity transferring to.  

 

4. The information displayed in the ɈSourceɉ section will not match the selected transfer line 

information ; however, no action is needed from the end user in this section.  

 

 

 

 

 

 
 

5. When ready, click the Launch  button.  
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Transfer OUT REVIEW Form   
 

Transfer OUT Review Form |  Navigation  

1. Click the third horizontal tab, Transfer OUT Review. A review form titled ɈForecast ɀ 

Transfer Transaction OUT REVIEW Ɉ will be displayed . 

 

 

 
 

2. If necessary, click the blue , hyperlinked Organizations dimension to modify your POV.  

 

3. Review the provided transfer out information for accuracy.  

 
 

NOTE: Once a Transfer Out, either Direct or to the Pool  is complete, the associated Transfer Line 

will appear here.  Transfers processed via the web forms will be identified via a " Transfer Line " 

in the 5th column . 
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Transfer OUT Review Form |  Delete a Transfer Out  

 

 

 

 

 

1. Navigate to the third horizontal tab and pull up the review form titled ɈForecast ɀ 

Transfer Transaction OUT REVIEW Ɉ. 

 

 

 
 

2. If necessary, click the  blue , hyperlinked Organizations dimension to modify your POV.  

 

3. Right click on the to be deleted transfer out amount and select ɄDelete TransferɅ. 

 

NOTE: It is only possible to delete a direct Transfer Out, not an incoming transfer.  

4. A pop-up window titled ɈDelete Transfer " will be displayed . For transfers that span 

multiple months, it is possible to delete either a single month or the entire transfer . 

IMPORTANT:  The ɄDelete a Transfer OutɅ functionality is available for  

direct transfers only .  If you transfer out to the pool in error, you 

will need to communicate with the receiving organizationɅs finance 

lead and coordinate a correcting transfer out to the pool.  
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5. To delete a single month of a transfer, use the ɄEnter Delete Transfer Type Ʌ drop-down to 

select the ɄSingle MonthɅ option.  

 

6. Use the ɄSelect Period  (For Single Month)Ʌ navigation menu to select the desired month 

for the transfer.  

 

7. Click on Launch  to delete the transfer.  

 

8. To delete a full -year transfer, use the ɄEnter Delete Transfer Type Ʌ drop-down to select 

the ɄWhole Year Ʌ option. 
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9. Use the ɄSelect Period  (For Single Month)Ʌ navigation menu to select any period from the 

menu other than ɄYearTota lɅ.   

 

10. Click on Launch  to delete the transfer.  

 

NOTE: Selecting the ɄSingle Month Ʌ option and the ɄYearTotalɅ option in the menus will result 

in an error.   

 

 

 

Transfer IN REVIEW Form  
 

Transfer IN REVIEW Form | Navigation  
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1. Click the fourth horizontal tab, Transfer IN Review . A review form titled ɈForecast ɀ 

Transfer Transaction IN REVIEW Ɉ will be displayed . 

 

 

 
 

2. If necessary, click the blue , hyperlinked Organizations dimension to modify your POV.  

 

3. Review the provided transfer in information for accuracy.  

 
 

NOTE: Once a Transfer In is complete, the associated Transfer Line will be removed from the 

"Transfer Pool " horizontal tab and will appear here.  Transfers processed via the web forms will 

be identified via a " Transfer Line " in the 5th column, while those processed via a SmartView 

upload are displayed on this form as a " Manual Transfer ". 

 

 

 

Transfers Reports for Reconciliation (NEW)  
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1. From your Oracle EPM home page, click the Reports card. 

 
 

 

2. Click on ɄLibrary -> All User Reports -> 1. Financial Planning Ʌ to expand the folder 

contents.  Within the folder you will see a variety of pre -defined reports, including the 

ɄTransfer ϥn ReportɅ, ɄTransfer Out ReportɅ, and a ɄTransfers ReportɅ. 

 

Transfer In Report  

1. From within the ɄAll User Reports -> 1. Financial PlanningɅ folder, click on the Transfer In 

Report  blue hyperlink .  This will open the report menu, allowing users to select the 

Organization, Scenario, Year, and Version they want for the report.  

 

2. Use the Member Selection  menus to make the desired selections for each option.  

IMPORTANT REMINDER:  As you work through the transfer section, it is 

important to remember that youɅre entering data in the Financials cube.  

However, when you are in reports, this is through the Reporting  cube.  Data 

flows between cubes during the global data refreshes at 5am, 12pm, and 7pm 

or on-demand data by running the local task to initiate the data push . (See 

ɄRun Task to ϥnitiate the local business rules to push dataɅ)  
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3. Utilize the search functionality to search for your relevant dimension or use the expansion 

icon to navigate hierarchies to arrive at your relevant dimension, ensuring that the check 

box is checked.  

 

4. Once all selections are populated, click OkɅ to run the report in the default HTML mode.  

 

5. Review the provided Transfer In data including the Fund, Activity, Object Code, Amount, 

Notes and other relevant information.  

6. To run the report  in either PDF or Excel mode, click on the gear icon in the top right and 

make the appropriate selection.  
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7. To export the report , click on the gear icon in the top right and select the option to 

ɄDownload as PDFɅ, ɄDownload as ExcelɅ, or ɄDownload as Excel Ad HocɅ. 

 

 

Transfer Out Report  

1. From within the ɄAll User Reports -> 1. Financial PlanningɅ folder, click on the Transfer 

Out Report  blue hyperlink .  This will open the report menu which allows users to select 

the Organization, Scenario, Year, and Version they want for the report.  

2. Use the Member Selection  menus to make the desired selections for each option.  
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3. Utilize the search functionality to search for your relevant dimension or use the expansion 

icon to navigate hierarchies to arrive at your relevant dimension, ensuring that the check 

box is checked.  

 

4. Once all selections are populated, click  OKɅ to run the report in the default HTML mode.  

 

5. Review the provided Transfer Out data including the Fund, Activity, Object Code, Amount, 

Notes and other relevant information.  

6. To run the report  in either PDF or Excel mode, click on the gear icon in the top right and 

make the appropriate selection.  
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7. To export the report , click on the gear icon in the top right and select the option to 

ɄDownload as PDFɅ, ɄDownload as ExcelɅ, or ɄDownload as Excel Ad HocɅ. 

 

Transfers Report  

1. From within the ɄAll User Reports -> 1. Financial PlanningɅ folder, click on the Transfers 

Report blue hyperlink .  This will open the report menu, allowing users to specify the 

Organization, Scenario, Year, and Version they want for the report.  

2. Use the Member Selection  menus to make the desired selections for each option.  
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3. Utilize the search functionality to search for your relevant dimension or use the expansion 

icon to navigate hierarchies to arrive at your relevant dimension, ensuring that the check 

box is checked.  

 

4. Once all selections are populated, click OK to run the report in the default HTML mode.  

 

5. Review the provided Transfer data including the Fund, Activity, Object Code, Amount, 

Notes and other relevant information.  Subtotals are provided for both Transfers Out and 

Transfers In, as well as a Net Transfer Total.  
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6. To run the report  in either PDF or Excel mode, click on the gear icon in the top right and 

make the appropriate selection.  

 

7. To export the report , click on the gear icon in the top right and select the option to 

ɄDownload as PDFɅ, ɄDownload as ExcelɅ, or ɄDownload as Excel Ad HocɅ. 
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Income Statement  
 

Total Revenue Dashboard  

1. From your Oracle EPM home page, click the Financials  card, then click the Forecast  

cluster.  

 
NOTE: Role-based security drives a userɅs ability to see certain clusters and data intersections 

within Oracle EPM. Depending on your role, you may not see certain cards displayed in the 

adjacent screenshot.  

 

2. Click the fifth vertical tab, " Income Statement".   

 
 

3. The first horizontal tab, "Total Revenue", will appear, which contains a multi -year 

dashboard of revenue trends for the selected POV.  
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4. Click one of the blue, hyperlinked dimensions to modify your POV for relevant 

Organizations, Funds, or Activities.  

 
NOTE: Your POV could change when moving from ɈϥNPUTɉ to ɈREVϥEWɉ forms. Ensure that your 

POV is correct. Review forms allow you to view rolled -up data (e.g., instead of a specific Fund, for 

example, ɈTotal Fund" can be selected). 

 

5. Utilize the search functionality to search for your relevant dimension or use the expansion 

icon to navigate hierarchies to arrive at your relevant dimension, ensuring that the check 

box is checked.  

 
NOTE: Apply these same steps for each applicable dimension.  

6. A dashboard composed of a variety of charts will show relevant revenue trends for the 

selected POV, including a comparison of Actual v. Budget v. Forecast, Revenue Actual 

multi -year trends, and a breakdown of the current year budget and forecast revenue 

components.  
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NOTE: The charts on this dashboard are interactive; hover over or double -click on the applicable 

column, pie slice, or line to drill into detail. You can also hover over each graph and change the 

chart type in the top right -hand corner of the selection.  

 

 

Total Expense and Transfer Dashboard  

1. From your Oracle EPM home page, click the Financials  card, then click the Forecast  

cluster.  

 
NOTE: Role-based security drives a userɅs ability to see certain clusters and data intersections 

within Oracle EPM. Depending on your role, you may not see certain cards displayed in the 

adjacent screenshot.  

 

2. Click the fifth vertical tab, "Income Statement".  
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3. Select the second horizontal tab, "Total Expense and Transferɉ.  The ɄTotal Expense and 

TransferɅ dashboard will appear, which contains a multi-year dashboard of expense and 

transfer trends for the selected POV.  

 

 

4. Click one of the blue, hyperlinked dimensions to modify your POV for relevant 

Organizations, Funds, or Activities.  

 

 

NOTE: Your POV could change when moving from ɈϥNPUTɉ to ɈREVϥEWɉ forms. Ensure that your 

POV is correct. Review forms allow you to view rolled -up data (e.g., instead of a specific Fund, for 

example, ɈTotal Fund" can be selected). 
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5. Utilize the search functionality to search for your relevant dimension or use the expansion 

icon to navigate hierarchies to arrive at your relevant dimension, ensuring that the check 

box is checked.  

 
NOTE: Apply these same steps for each applicable dimension.  

6. A dashboard composed of a variety of charts will show relevant revenue trends for the 

selected POV, including a comparison of Actual v. Budget v. Forecast, Revenue Actual 

multi -year trends, and a breakdown of the current year budget and forecast revenue 

components.  

 

 

NOTE: The charts on this dashboard are interactive; hover over or double -click on the 

applicable column, pie slice, or line to drill into detail. You can also hover over each graph 

and change the chart type in the top right -hand corner of the selection.  

 

Income Statement Review Form  

1. From your Oracle EPM home page, click the Financials  card, then click the Forecast  

cluster.  
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NOTE: Role-based security drives a userɅs ability to see certain clusters and data intersections 

within Oracle EPM. Depending on your role, you may not see certain cards displayed in the 

adjacent screenshot.  

 

2. Click the fifth vertical tab, "Income Statement".  

 
 

3. Select the third horizontal tab, " Income Statement ɉ.  The Ʉϥncome Statement ForecastɅ 

review form will appear, which contains a high -level summary view of the financial 

planning activity for the selected POV.  
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4. Click one of the blue, hyperlinked dimensions to modify your POV for relevant 

Organizations, Funds, or Activities.  

 

 

NOTE: Your POV could change when moving from ɈϥNPUTɉ to ɈREVϥEWɉ forms. Ensure that your 

POV is correct. Review forms allow you to view rolled -up data (e.g., instead of a specific Fund, for 

example, ɈTotal Fund" can be selected). 

 

5. Utilize the search functionality to search for your relevant dimension or use the expansion 

icon to navigate hierarchies to arrive at your relevant dimension, ensuring that the check 

box is checked.  

 
NOTE: Apply these same steps for each applicable dimension.  
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6. A review form showing a Statement of Activities view for the selected POV will appear.  By 

default, this form compresses the data to a high -level summary view.  However, users can 

expand on both the rows and columns by clicking on the ɄarrowɅ icons as available.  
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ORACLE EPM REPORTS  
 

The Oracle EPM Reports for campus planners provides insight into their forecasts and budgets by 

evaluating actual performance against forecast / budget projections, and identify variances.  These 

reports will assist in the unit  or departmentɅs review during the financial review cycle .  

 

 

 

 

 

 

Navigating  to Reports in Oracle EPM  
 

1. To access Reports in Oracle EPM, from the home screen click on the Reports  card . 

 

 

 

IMPORTANT REMINDER:  The reports for campus planners draw on 

key data from both the Financials Cube and Workforce Cube that is 

ɄpushedɅ into the Reporting Cube.  It is important to remember that 

these data ɄpushesɅ are initiated by either : 

(1) the global business rule  (automatically runs  for all of campus 

at 7 am, 12 pm , and 7 pm ) or  

(2) the local, on -demand data push task  .   

It is essential that these data pushes are initiated before running 

the reports, as they ensure that all information is complete and 

accurate.  
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2. Within the Reports card, expand the ɈLibrary ɉ folder and navigate to the ɈAll User Reports ɉ 

folder, which contains two folders specific to budget and forecast planning in Oracle EPM:  

Financial Planning and Workforce Planning.  

 

 

 

 

 

 

 

In the following sections, detailed information will be provided for each of the reports, but  a quick 

reference of the basic functionality of the reports is noted above.   

 

 

 

 

Non -comp . expenses by quarterly review funding source reporting 
rollups  for Oracle  EBS and variance analysis  

New hires entered into Oracle EPM by LD  

Organization  

Salary expense categories by quarterly review funding source 
reporting rollups for Oracle EBS and variance analysis  

SOA with change in net asset and variance analysis  

SOA by Funding Source categories and variance analysis  

Total FTE and Compensation from Workforce and 
Pooled Compensation by LD Organization  

Review of  transfers in, transfers out, and a comprehensive 
summary  view of all transfers for your organization  

Provides a view of your graduate tuition planning both current 
and historical versions  

Primarily used by the university budget office  
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Reports ɀ Financial Planning  
 

Transfer Reports  (see Transfer section)  
 

Graduate Tuition Report  
1. From within the User Reports -> 1. Financial Planning folder, click on the Graduate Tuition Report  

blue hyperlink .  This will display the report menu, which allows users to specify the desired 

Budget Year and Organization for the report.  

 

2. Use the Member Selection menus to make the desired selections for each option.   Once all 

members are populated , select OK to run the report in default HTML mode.  

 

 
3. Within the report, use the POV at the top to refine the Years and Scenario as needed.  

 

4. Click on the gear icon ( ) in the top right corner to  run the report in either PDF or Excel mode, 

and to download the report in PDF, Excel mode, or Excel Ad Hoc.  
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5. To close the report, click on the Close button in the top -right corner of the report.  

 

 

 

Other Expenses Detail Report  
The Other Expenses Detail report pulls summary totals at the C-level object code by funding source rollup 

for non -compensation -related expense line items.  It includes prior year actuals, the current year budget 

and forecast, as well as the select yearɅs budget along with variance information for each line item.  

 

1. From within the All User Reports -> 1. Financial Planning folder , click on the Other Expenses Detail  

blue hyperlink .  This will display the report menu, which allows users to specify the desired 

Budget Year and Organization for the report.  

 

2. Use the Member Selection menus to make the desired selections for each option.  
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3. Utilize the search functionality to search for an individual or parent organization or use the 

expansion icon to navigate hierarchies, ensuring that the re is a blue check mark  highlighted next 

to the selection.   

 

 

4. Once all selections are populated, click Ok to run the report in the default HTML mode.   NOTE:   

The Activity, Function, and Version can be changed in the POV within the report, as needed.  

 

 

 

5. Click on the gear icon ( ) in the top right corner to  run the report in either PDF or Excel mode, 

and to download the report in PDF, Excel mode, or Excel Ad Hoc.  

 




























