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General PBCS Overview
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General Training Includes:
• Application Log-in
• PBCS Terminology
• Navigation Flows
• Types of Forms
• Basic Functionality
• Application settings 

– General application settings
– User Variables (end user specific)

General Application Training
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Logging Into Planning & Budgeting

To log into Planning and Budgeting:  
https://planning-a510386.pbcs.us6.oraclecloud.com/HyperionPlanning
- Click on URI Azure.

Bookmark this URL
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Setting Preferences

To access Preferences, click the

Tools cluster           , then 

select the User Preferences 

card  .
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Setting Preferences

In General, select the following options and click Save:
Profile:
- Time Zone:  (UTC-05:00) New York - Eastern Time
Alias Setting:
- Alias Table:  Default
- Display Member Label as:  Alias

6



Setting Preferences

In Display, select the following options and click Save:
Number Formatting:
- Thousands Separator: Comma
- Decimal Separator: Dot
- Negative Sign:  Parentheses
- Negative Color:  Red
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To access Preferences, click the

Tools cluster            , then 

select the User Preferences 

card  .

Setting User Variables
User Variables act as filters in 
forms, enabling users to only 
see data and information that 
are relevant to them 

• When you open a form, the 
members you set as user 
variables will already be set 
in the form.
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Setting User Variables

User Variables act as filters in forms, enabling users to only see data and information that are relevant to them 
• When you open a form, the members you set as user variables will already be set in the form.

User Variables generally only need to be set once, but they can be changed at any time.

A User Variable table is available on FSP website for further guidance.

9

95% of user community will set 
these once and never have to 
change them.  



When setting User Variables, select members for all applicable dimensions (departments and funds) for your area. Members 
can be selected for each dimension by clicking Member Selector 

It is recommended that User Variables are set at the highest level (college/unit) so the various departments in your 
college/unit can be selected in the Point of View (POV) on input forms as the allocation is built.

Member 
Selectors

Selecting Members

Use for funds 102, 103, 104 only
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Search Bar

Hierarchy

Members can be selected in two ways from the Member Selection window:
• Search Bar
• Hierarchy  

Selecting Members
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When selecting members through a Hierarchy, click on the member so it is highlighted blue and a blue 
check mark appears to the left of the member name

To select a member, click OK
• Note that you are only able to select one member at a time – it is advised you select members at the 

highest level (ie – Arts & Sciences, not department 2006)

Selecting Members
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Budget Allocation 
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Trail:
3.0, 3.01 Trails Review Forms (See Descriptions below under Trails Forms – 
not all are applicable to all areas)

Personnel:
Position Info Input (1.1a by Department or 1.1d by College)
Position Salary Input (1.2a by Department or 1.2b by College)
1.3a To Be Hired Input and  1.3b To be Hired Review Forms (if applicable)
1.4 Graduate Assistants (if applicable)
1.9a and 1.9b Position Review Forms

Forms for Budget Allocation Completion – Unrestricted Funds
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All Other Expense:
3.1 Unrestricted Funds Input
3.2 Unrestricted Funds Review
3.2a College Unrestricted Funds Review Form 
3.7 Total Fund Review
3.8 Budget Completion

Forms for Budget Allocation Completion – Unrestricted Funds
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Revenue (Auxiliaries and Enterprises ONLY):
2.2 Auxiliaries and Enterprises Fees (excluding Dining)
2.3 Dining Fees (Dining only)
Personnel (all Restricted):
Position Info Input (1.1a by Department or 1.1d by College)
Position Salary Allocation Input (1.2a by Department or 1.2b by College)
1.3a To Be Hired Input and  1.3b To be Hired Review Forms (if applicable)
1.4 Graduate Assistants (if applicable)
1.9a and 1.9b Position Review Forms

Forms for Budget Allocation Completion – Restricted
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All Other Expense:
3.5 Other Funds Input
3.6 Other Funds Review
3.7 Total Fund Review
3.8 Budget Completion

Forms for Budget Allocation Completion – Restricted
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Trails
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2

Access Trail forms by clicking on the Non-Compensation Planning Cluster and then selecting 
the Trails Review Card. 

Trails Review Forms – Unrestricted Funds Only
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Funds 100, 102, 103 & 104 Only



To identify which Trails form(s) may be applicable to your area:
• 3.0 Trails Review – Fund 100 units (inclusive of fees and URI Online)
• 3.01 Trails Review Non-F_100 – Funds 102,103,104

Trails Review Form Descriptions 
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• CY Baseline Allocation on the trail is the bottom line.
• In FY26, Colleges will see details on the results of the balanced budget exercise, COLA/Fringe estimates, 

budget model outputs for proportional assessments, aid assessments, and attrition.
• Non colleges will see the results of the balanced budget exercise, COLA and Fringe estimates, and the 

sum of these three components will be the CY Baseline Allocation.

Trails Review Form – as applicable to your unit 
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Bottom Line 



Amounts from the Trails are summarized by account and CFS on the Unrestricted Input Form as reflected above. Click 
on the + on CY Baseline and CY Adjustments columns to see expanded view. See Trails section below for more 
information.

Trails Review and Unrestricted Input Form
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Position Budgeting
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Position Budgeting

There are two cards for position budgeting – please chose ONE card based 
on the following:

• Budget by Department
– Chose this option if you want to view and budget your positions by 

individual department in your college
• Budget by College

– Chose this option if you want to view and budget all positions in your 
college at one time
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Position Budgeting

• Salary distribution for employees charged to a college will appear on the 
salary distribution forms  (1.2a and 1.2b)
– Salary distribution for all funds will appear (including Funds 401 and 500)
– These forms are sorted in fund, department, program order
– An employee charged to multiple funds will appear multiple times 

• Positions split with funds 401, 500 and 900 should be budgeted in full
– Position budgets for funds 401, 500, 900 will not be fed to PeopleSoft
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Access position forms by clicking on the Position Budgeting Cluster and then selecting the 
Positions by Department Card. 

2

Positions by Department
1
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Remember to click the Save  
after making any changes

Enter PY Adj to Contract Salary to account for last 
FY’s salary adjustments not yet reflected in PBCS  - Do 

not account for contractual increase here.
Add comments to cells in this column if making 

adjustments.

Enter Other Salary Adj to account for non-COLA 
salary increases in the current Allocation FY.  Add 

comments to cells in this column if making 
adjustments.

COLA Adjustment will be 
calculated 

1.1a Position Info 

Form 1.1a contains data from PeopleSoft HR by PSHR home department
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Make sure “Years” = 
FY26

Fringe will be calculated based on 
position type input



Remember to click the 
Save  after making any 

changes

If budgeting in holding, reinvestment or 
release on Fund 100, do not overwrite 

the accounts from PeopleSoft.  See Split 
Budgeted Account section

Enter Budgeted Pay Period for CFS and 
Budgeted % of Total Salary in CFS. Once you 

click SAVE, the data is fed to the Non-
Compensation Input forms

To change POV click the Black 
Down pointer 

This form combines data from 1.1a (from PSHR) and salary distribution of all positions charged to your college/unit (as reflected in your POV.) 
Budgeted PP for CFS and Budgeted % of Total Salary in CFS will be applied to Total Position Salary and Fringe from Form 1.1a

1.2a Position Salary Allocation
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For FY26 Allocation, Faculty must be 
budgeted in 5206.  Select account 
5206 – Non-Class Faculty from the 

budgeted account drop down



1

Access positions forms by clicking on the Position Budgeting Cluster and then selecting the 
Positions by College Card. 

2

Positions by College
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Enter PY Adj to Contract Salary to account for last 
FY’s salary adjustments not yet reflected in PBCS  - 
Do not account for contractual increase here.  Add 

comments to cells in this column if making 
adjustments

Enter Other Salary Adj to account for non-
COLA salary increases in the current Allocation 

FY.  Add comments to cells in this column if 
making adjustments

Remember to click Save after making 
any changes

COLA Adjustment will be calculated

1.1d Position Info by College

Form 1.1a contains data from PeopleSoft HR by PSHR home department
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Fringe will be calculated 
based on position type input



Enter Budgeted Pay Period for CFS and 
Budgeted % of Total Salary in CFS. Once you 

click SAVE, the data is fed to the Non-
Compensation Input forms

Remember to click the Save 
button after making any 

changes

1.2b Position Salary Allocation by College

This form combines data from 1.1d (from PSHR) and salary distribution of all positions charged to your college/unit 
(as reflected in your POV.) 
Budgeted PP for CFS and Budgeted % of Total Salary in CFS will be applied to Total Position Salary and Fringe from 
Form 1.1d
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If budgeting in holding, reinvestment or release 
on Fund 100, do not overwrite the accounts 

from PeopleSoft.  See Split Budgeted Account 
section

For FY26 Allocation, Faculty must be budgeted in 
5206.  Select account 

5206 – Non-Class Faculty from the budgeted 
account drop down



• If a position was split historically, PBCS should already reflect the positions in 
the appropriate chartfield strings on these forms

• Only follow directions for Splitting Salary Distribution if a brand new split 
needs to be included in your allocation

• If a unit must include a brand new split with a department to which it does 
not have access (i.e. another college/unit) you must contact your budget 
analyst for assistance.

Split Position CFS (Brand new splits within your College)– Forms 
1.2a or 1.2b Position Salary by Department or College
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Right click on desired position, and a pop-up 
box will appear.  Choose Split Position CFS

Split Position CFS (Brand new splits)– Forms 1.2a by or 
1.2b Position Salary by Department or College
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Split Position CFS (Brand new splits)– Forms 1.2a by or 
1.2b Position Salary by Department or College

Fill out Target info to reflect the fund, 
department and program for the new 
split.  Click Launch. A new line will be 
created for the position.  

Do not change 
source data 

If a different Target department is selected, you may need to change the POV to see the new split. 
Remember to change the # of pay-periods for both positions to ensure not more than 26 pp’s are budgeted.
After clicking Launch you will see the split on form 1.2a or 1.2b.   Then, click Save on form 1.2a or 1.2b.
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• This functionality will be used when budgeting in accounts 5226, 5228 and 5229 – 
(ONLY Fund 100 can utilize these accounts in PBCS.) 
– DO NOT simply change the account on the position form!! Data will not flow properly to the non-

compensation forms.
– To split or change the budgeted account to 5226, 5228 and/or 5229, the “Fund” will be aligned with 

the account automatically. 
– When budgeting a position in account 5226 – Reinvestment, PBCS will return Fund-100 Reinvestment 

on the Position Allocation forms.  The same will apply to account 5228 – Holding and account 5229 – 
Release time.  

– This will allow the data to flow through to the appropriate account on the Non-Compensation

• For FY26, Faculty must be budgeted in 5206.  Select account 5206 – Non-Class Faculty 
from the budgeted account drop down (do not use split budgeted account functionality 
in this instance)

Split Budgeted Account
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Right click on desired position, and a pop-up 
box will appear.  Choose “Split Budgeted 

Account”.

Split Position Account (Brand new splits)– Forms 1.2a by 
or 1.2b Position Salary by Department or College
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Fill out Target department and program 
and Budgeted Account for the new 
split.  Click Launch. A new line will be 
created for the position.  

Click 
Launch

If Reinvestment, Holding or Release budgets need to be re-allocated to other non-state-payroll accounts, you may do so on the Non-
Compensation forms.  See Non-Compensation Unrestricted (Form 3.1) section below for more information about how to reallocate.

After clicking Launch, you will see the split on form 1.2a or 1.2b.  Then, click Save on form 1.2a or 1.2b.

Split Budgeted Account
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1

2
Access “To Be Hired” forms by clicking on 
the Position Budgeting Cluster and then 
selecting the To Be Hired Card. 

1.3 To Be Hired 
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Click Dropdown cells to select 
Fund, Department, and 
Program to change POV

1.3 To Be Hired – Fund 100

To be used for new positions that do not exist in PeopleSoft.
      This form should be used for the majority of new positions approved for FY26

FY26 Allocation – used to reflect attrition estimate (Colleges only)  
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1.3 To Be Hired – Fund 100

Important - the fund and account must agree

40

Acct  =  Fund
5226 = 100 Reinvestment
5228 = 100 Holding
5229 = 100 Release
5210, 5250 = 100 Unrestricted Funds
 



Access Graduate Assistant forms by clicking on the Position Budgeting Cluster and then 
selecting the Graduate Assistants Card. 

1

2

1.4 Graduate Assistants

41



Enter Position FTE

Remember to click the Save 
button after making any 

changes

Notice GA titles on the top 
and GRA titles below.

1.4 Graduate Assistants

Any changes to Grad Assistant FTEs must be performed on this form.  Stipends and waivers will 
calculate accordingly   (see guidelines for information on grad planning values)
Inputs will move to the appropriate input and review forms upon Save.
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Position Related Comments

PBCS gives users the ability to add cell comments.  Please use the following columns to 
add comments related to positions:

Position Input (Forms 1.1a, 1.1d) – “PY Adj to Contract Salary”, “Other Salary Adj”
Position Salary Allocation (Forms 1.2a, 1.2b) – “Budgeted PP for CFS”, “Budgeted % of 
Total Salary in CFS)
To Be Hired (Form 1.3a) – place notes in the Position Title Input section after the title
Graduate Assistants (Form 1.4) – “Position FTE”

To Add a Comment, select the cell in the appropriate column, right click and select 
Comments.  Enter your comments in the box provided and click post.
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2

To access Position Review:

• Click Position Planning Cluster 
and then select Position Review

1.9a, 1.9b Position Review Forms
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Review form of all funds broken down by positions

1.9a Review by Position
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Review form of all funds with programs populated with positions

1.9b Review by Fund
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Position Rates
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Access the Position Rates 
Card under the Position 
Planning Cluster to see 
Pooled position rates, grad 
rates used for planning, etc.



Position Rates
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Access the vertical menu to 
see additional position rates 
used in planning



Positions – Read Only by 4:30PM at the cut off Date

• Position budgeting (including grads) will be turned off and 
changed to “Read Only”

• Will aid with units where positions or salary distribution are 
shared between different college/units

• Coordinate with college/units with which you share 
positions – vacation schedules

• Salaries need to be static at some point during the 
budgeting process so a unit can balance bottom line
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Revenue and Expense (non-position) Budgeting
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To access Auxiliary and 
Enterprises, and Dining 
Fees forms:

• Click on the Tuition and 
Fees Cluster and then 
select either the 
Auxiliaries and 
Enterprises Card, or the 
Dining Fees Card. 

1

2

Revenue (Auxiliaries and Enterprises Only)
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Total Fee Revenue will 
calculate automatically

Enter Fall and Spring Enroll 
totals in the two left-most 

columns (white cells)

Remember to click the Save 
button after making any 

changes

2.2 Auxiliaries and Enterprises Fees 

Upon clicking save, revenue amounts will transfer to the Input and Review forms 
(Forms 3.5 and 3.6) 
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Enter Transfer totals as a 
negative amount in the 

appropriate column

Enter Fall and Spring Enroll 
totals

2.3 Dining Fees 
Remember to click the Save 

button after making any 
changes

Upon clicking save, revenue amounts will transfer to the Input and Review forms 
(Forms 3.5 and 3.6) 
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All Other Restricted Revenue

• All Revenue for Restricted Funds (excluding Aux/Ent specific fees) is budgeted using 
Form 3.5- Other Funds Input (see detailed slides below)

• Fund 110 should look at the RFI column on 3.5 to find the revenue amount to budget
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2

The Unrestricted Funds form  
will be used to input budgets 
for all unrestricted funds. It is 
suppressed and will only show 
alpha accounts that have 
historical data.

To access Unrestricted Funds:

• Click on Non-Compensation 
Planning Cluster and then 
select Unrestricted Funds 
Card

All Other Expense - Unrestricted
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Enter Allocation Budget in Working column in white cells 
available for input (exception – do not input Student Aid Grad on 

form 3.1.  This is populated with inputs on form 1.4)

Enter Variance Comments 
in comments column

Remember to click Save 
after making any changesTo change POV

3.1 Unrestricted Funds Input

Expenses will be budgeted in 
the ORG/budget checking 

categories (actuals hit 
numeric account codes in PS)
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Overall review of Unrestricted Funds from previous fiscal years to current year

Inputs from form 3.1 
and Position, Grad 

input forms displayed

3.2 Unrestricted Funds Review
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Overall review of Unrestricted Funds from previous fiscal years to current year

Inputs from form 3.1 
and Position, Grad 

input forms displayed

3.2a College Unrestricted Funds Review Form
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To budget in an account that is 
not listed, right click on the 
account column and select “Add 
Account”

3.1 Unrestricted Funds Input – Adding an account
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Use Member Selector to choose the new account and click Launch.

The new account will be reflected in the chartfield indicated and a white cell will be available 
for input in the working column.

3.1 Unrestricted Funds Input – Adding an account
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3.2 Unrestricted Funds Review form  
How to Tie to Bottom Line

• On Form 3.2 (non college) and 3.2a (college), in the POV, for “Department” choose your unit/college (i.e. A&S)

• The FY26 allocation budget column should equal the CY Baseline column for Total Expenses
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2
The All Other Funds form will be 
used to input budgets for all 
restricted funds. It is suppressed 
and will only show Revenue 
accounts and alpha accounts that 
have historical data.

To access All Other Funds:

• Click on Non-Compensation 
Planning Cluster and then select 
All Other Funds Card 

All Other Funds (Restricted) Revenue and Expense
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Enter Allocation Budget 
working column

Enter Variance Comments in 
the comments column

Remember to click Save 
after making any changes

Revenue should be entered 
as a positive number

3.5 Other Funds Input - Revenue
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Request submission - high level 
calculation based on prior year 

Allocation for all funds – does not 
reflect user inputs

Fund 110 – Revenue for your college has been input in the “RFI” column, for your 
distribution in your college.



Enter Allocation Budget 
working column

Enter Variance Comments in 
the comments column

Remember to click Save 
after making any changes

Enter Allocation Budget

3.5 Other Funds Input - Expense
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Expenses will be budgeted in the 
ORG/budget checking categories (actuals 

hit numeric account codes in PS)



3.5 Restricted Funds Input form  
How to Track to Bottom Line

• On Form 3.5, select a department in the POV.  Each program will have a “Statement of Revenue & Expense” total.  When this 
total is zero, the CFS is balanced. 
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To access Total Funds Review:

• Click Non-Compensation Planning 
Cluster and then select Total Funds 
Review Card

1

2

Total Funds Review
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• Presents overall review of inputs for current fiscal year by fund
• Only funds that have been inputted will appear
• Can be viewed at College level or department level

To change POV

3.7 Total Fund Review
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2

To access Budget Completion form:

• Click Non-Compensation Planning 
Cluster and then select Budget 
Completion Card

3.8 Budget Completion
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After selecting your 
member, click Save button

Click a Dropdown cell and 
select a Budget Status

3.8 Budget Completion

Budget Completion is to be filled out once ALL funds are 
completed. This is for ALL FUNDS.
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Budget Completion

• All budgeting to be completed by the due date 
communicated

• Users will be switched to “Read Only” immediately following 
this date so that no further changes are made during FSP 
review
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