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Drilling to View Multiple Levels/Funds

For users associated with multiple ORGs/Levels or Funds, you may drill into an account while
viewing a report and see all your ORGs/Levels/Funds expenses for that specific account on one
screen. Simply left-click on the account (the example below shows account 7001), and select

“Organization” or “Fund” from the pop-up menu.
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Favoriting Reports and Viewing Favorites

Instead of sifting through multiple folders in Reports, you can add a report to your Favorites

folder, which appears immediately as the first folder when you go into Reports. To add a report

to your Favorites folder, simply right-click on the desired report, and click Add to Favorites.

s

its

Reports in Folder "Shared Reports > Reports > Unit Reports™
Name

il Budget vs Actual Over 3 Years

@l Fund Balance by Fiscal Year

gl Telephone Detail

¢l Travel Unit Report YTD

il Unit History All Funds

i Unit History Operating

«dl Unit History YTD Operating

gd Unit History YTD by Month Operating

a i YT Ti
@l Unit Report YTD 2017 Operating
@il Unit Report YTD 2018 Operating
@il Unit Report YTD All Funds

0] Add to Reusable Reports

{8} Copy to Personal Folder

j Move to Personal Folder

In addition, a new shortcut to access reports from your Favorites folder has been added in

Adaptive. All your favorited reports can be found as soon as you log into Adaptive, without

even going directly into Reports. From the Home Dashboard, click on the navigation menu

(three black bars) in the top left corner. Hover your mouse over the blue arrow next to

"Reports." Your Favorites report listing will appear to the right, in the black section of the

navigation menu.

E Ramapo College of New Jersey = Announcements » Announcements.html

HOME

SHEETS

ASSUMPTIONS

REPORTS

DISCOVERY New

DISCOVERY Classic

Reports
Overview
Unit Report YTD 2018 Operating

Original Budget Variance - Expenditures
Only

FY18 Operating Reserves

Graduate Credit Hour Summary

2|Page



Going Back to Default Version of a Report After Drilling

If you need to return to the original version of a report to view other data, using the browser
back button (i.e. the back button via Chrome) will only cause your browser to crash, and your
screen will look like this:

Confirm Form Resubmission

This webpage requires data that you entered earlier in order to be properly displayed. You
can send this data again, but by doing so you will repeat any action this page previously

performed

Press the reload button to resubmit the data needed to load the page.

To avoid this, use the Adaptive back button within reports. It is the white arrow button found in
the toolbar on the upper right-hand side of your screen. Simply click this button to go back to
the original, undrilled version of the report to avoid receiving a warning message.
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Emailing Reports

You can send a report to another Adaptive user via Adaptive directly. There are two ways of
doing so.

A. The first way is directly from the Reports folder. Right-click on the report link you want to
send to another user. Select “Share Report.” Now, proceed to step 1.

¢l Unit History YTD by Month Operating

gl Unit History YTD by Month Timespan Operating

il Unit History YTD Operating

¢ii Unit Report ¥TD 2020 Onarating
dhi Add to Favorites

i Unit Report YTD A

£l Add to Reusable Reports

@ Copy to Personal Folder
[ﬁ Move to Personal Folder
=) Rename

3 Modify
48| Attach Template

B. If you are already in the report, simply click the Share Report icon in the blue toolbar. A
window will pop-up. Then, proceed to step 1.

HEe /7 58 C

1. Next to the “To” textbox, click on the blue box with the white plus sign.
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Email Report

To Select one or more recipients

i+

2. A menu will pop up. Click on the “Available Users” tab.

Select Recipients
Available Groups = Available Users = Available Levels Selected Recipients
Jo)
Aaron Lorenz (alorenz@ramapo.edu) A

3. In the search box, type the name of the intended recipient (Make sure they have an Adaptive
login. Otherwise, they will not be able to view the report). Press the Enter key on your
keyboard. Then, scroll down the list of names until you find the recipient’s name highlighted in
grey.

Select Recipients X

Available Groups Available Users Available Levels Selected Recipients

kathy P x 0
Karen Viviani (kdroubi@ramapo.edu) - ~
Katherine McGee (kmcgee@ramapo.edu)

Kathleen Burke (kmburke@ramapo.edu)

Kathleen Finnegan (kfinnega@ramapo.edu)

Kathleen Hallissey (khallis1@ramapo.edu)

Kathy Stathis (kstathis@ramapo.edu) >>

Kirsten Dasilva (kdasilvl@ramapo.edu)

Kristine Deluccia (kdelucci@ramapo.edu)

Laura Plessner (Iplessne@ramapo.edu)

Linda Pepe (Ipepe2@ramapo.edu)

Lisa Gonsisko (lsaita@ramapo.edu)

Lori Zuccola (lzuccola@ramapo.edu)

Mary Switala (mswitala@ramapo.edu) v v

Cancel
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4. Double-click on the name which will then move it under the “Selected Recipients” section.

Select Recipients
Available Groups | Available Users = Available Levels Selected Recipients
Karen Viviani (kdroubi@ramapo.edu) - Users
Katherine McGee (kmcgee@ramapo.edu) Kathy Stathis (kstathis@ramapo.edu)

Kathleen Burke (kmburke@ramapo.edu)

Kathleen Finnegan (kfinnega@ramapo.edu)

Kathleen Hallissey (khallisi@ramapo.edu)

Kathy Stathis (kstathis@ramapo.edu)

Kirsten Dasilva (kdasilvl @ramapo.edu)

Kristine Deluccia (kdelucci@ramapo.edu) T
Laura Plessner (Iplessne@ramapo.edu)

Linda Pepe (Ipepe2@ramapo.edu)

Lisa Gonsisko (Isaita@ramapo.edu)

Lori Zuccola (lzuccola@ramapo.edu)

Mary Switala (mswitala@ramapo.edu) v

OK Cancel

5. Click OK. You may also CC a recipient using this same procedure.

6. Next, you may change the subject line to your choice. You may also edit the body of the
message in the “Message” textbox. In the body of the email, we suggest that you notify the
recipient that they will be asked to log in once they click the link. After they log in, they will be
directed to the report.
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Email Report

To Beth Walkley (bwalkley@ramapo.edu)
Ce Select one or more recipients
Subject Adaptive Suite Report: Unit Report YTD 2018 Operating

Message Danielle Mercado has sent you a link to this Adaptive Suite report:

Unit Report YTD 2018 Operating. To view the report, please click
on the link below.

Send a copy to myself

Report URL https://login.ad aptiveinsights.com/app?r=NTY3MCxSQU1BUESfUOFOREJP...

-

7. After, select the checkbox to send a copy to yourself. NOTE: these emails are sent through
the Adaptive server, not through your Ramapo account. Therefore, no record of this email will
be saved in your email account unless you check this box to send a copy to yourself.

8. Click Send.

Exporting Reports to Excel

Reports can be viewed as an Excel spreadsheet, making it easier to edit a report for budget
planning purposes. Exporting reports as an Excel file can also be a useful way to share a report
with a recipient who does not have an Adaptive login by attaching the file to an email.

Prior to exporting a report, be sure that all the roll-ups of the accounts you wish to view are
expanded so that individual, detail accounts are viewed in the report. To expand a roll-up, click
on the white box with the black plus sign preceding the account name.
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{ ncome = Income

=+ Net Tuition
= Expenses # Net Fees
= Salaries & Wages Other Income
- e p
Non-Salary Expenditures # Auxiliary Enterprise Revenue
# Plant Bond Trustee ) # Government Appropriations
Total Expenses | Interest

Total Income

Statement of Net Position

Statement of Net Position % = Expenses
[+ Salaries & Wages

To export a report into an Excel file, simply go to the report you wish to export. In the blue
toolbar, click the printer icon.

NOTE: EVERY BROWSER EXPORTS THE FILE DIFFERENTLY. Depending on the browser you are
using, you will be asked to open/save the file. In this example, Google Chrome is used. Once the
window appears, click save.
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[+ Sa

Organize *  New folder =+ @

¢ Favorites Name Date modified Type Size

Bl Desktop

& Downloads
. Recent Places
). Budget

No items match your search.

Journal Entries

19
b
|« Scan
). FY17 Budget Plar
4. FY17 Financial 5t
w4 Libraries

¥ Documents

o' Music

b= Pictures

Y.L Unit_Report YTD 2018 Operating -

Save as type: [Microsoft Excel Worksheet. ~|

= Hide Folders [ sove ][ conca |

A download bar will then appear at the bottom, left side of your screen. Click on the file to
open.

=) Unit_Report_YTD_..xlsx

The file may also automatically open in Excel, but the file may not appear on your screen. In any
case, if the file does not open, be sure to check if the window is minimized in Excel by hovering
over the Microsoft Excel icon in the taskbar:

Fd Microsoft Excel - Unit_Report_Y...

" | Report Data . Report If
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Changing the parameters of a report prior to loading - Works on some
reports

When viewing reports in Adaptive, sometimes the only option is to filter by Org/Level or
Program at the top of the report. Some reports allow filtering by fund by changing the
parameters of the report prior to loading the report. NOTE: This option is only available with
some reports, not all. If you are able to see the screen in Step 1 after clicking on a report,
then you are able to change the parameters prior to loading.

1. When selecting a report from a folder, the first screen that follows is the one below. Click the
“Show All Parameters” button.

Time Oct-2013 w

Show All Parameters

Run Report| Cancel

2. Next, change the Fund, Level (Org), Program, and Time. NOTE: If the report is set to view
Operating data only, you will only be able to view Operating FOAPs.

Level RamapoCollege ¥

Programs Programs ¥

Time |Nov-2013 ¥

Fund Opersting ¥

Run Report| | Cancel
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3. Simply click the appropriate drop down menus and type in the search box the parameter you
are looking to filter by. The item you searched for will be highlighted in grey. Click it.

Level [RamapoCollege |

F .
SeatG' i73001 e |2
73001 Budget Office -
= 730A College Operating Reserves
73002 Media Tech Reserve
72003 Temporary \Vacancies
Fund 73004 Instructional Reserve
72005 Academic Suppornt Resen
Run Report 72006 Student Services Reserve
73007 Administration Reserve «

Programs

Time

4 »

4. Once you have made the necessary changes, click “Run Report.”

Level |73001 BudgetOffice v |

Programs | &0 Institutional Support ¥ |

Time |Nov-2013 |

Fund |Operating ~

The report will now be filtered to view only the data selected.
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Using the Home Dashboard as a Knowledge Bank

Please be advised that the Home Dashboard contains the FY24 Budget Planning calendar as well
as any important deadlines or news updates in regards to budget requests, training, contact
information, and features. The Home Dashboard should be the first page you see when you log
into Adaptive Insights. If it is not, please contact the Budget Office at ext. 7703.

There are also useful links to PDF files of Adaptive manuals and user information such as RCNJ

fringe rates that you may use at your convenience.

Home Time May-2023 ~» Level Ramapo College ~» Currency $USD v~ Fund All v

Welcome! : Reports Mon-Salary - FY23

Welcome to your Adaptive Dashboard!

OT & Other - FY23

To start, type your department's Organization code in the LEVEL dropdown in the blue toolbar above.

Use the tabs beneath the blue toolbar to navigate to your budget information.

Any blue text you see is a clickable link

If you have any questions about Adaptive, or would like one-on-one training, contact Chris Tredici at ctredic1@ramapo.edu.

DUE DATES

FY24 Budget Change Requests - March 13th, 2023
Requests 1o transfer approved FY23 Budget Change Requests - June T3t 2023

Documents

Principles of Budgeting (PDF)

Revenue Account Codes (PDF)

Expense Account Codes (PDF)

Overload and Adjunct Rates (PDF)
Adaptive Tips & Tricks (PDF)

RCNJ Fringe rates (PDF)

Adaptive User Guide (PDF)

FY23 Budget Memo (PDF)

FY24 Budget & Planning Calendar (PDF)
FY23 Budget Plan (PDF)

Adjunct Position List (PDF)

Request for Banner Organization/Fund Creation or Edit (PDF)
FY24 Budget Request Memo (PDF)

FY24 Budget Request Process Guide (PDF)

Office of Budget & Fiscal Planning Website
Visit the Budget Office website for useful reference
materials and detailed Budget Planning Calendar

Workday Adaptive Planning Manuals

Budget Office Training Videos
The Intranet site has helpful video tutorials and training

To access the Home Dashboard at any time when logged into Adaptive Insights, simply click the
Ramapo College logo on the top left of the screen (located to the right of the three bars), and

you will be taken to your Home Dashboard.
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%H’:E? Ramapo College of New Jersey Dashboards

eF miw jEELEY

Dashboards

Snapshot in Time

A report in Adaptive can be saved as a “snapshot” to show data at a particular point in time.
The snapshot is not a live report, meaning it is not updated when refreshing or running and it
will look the same every time it is viewed.

In order to save a report as a snapshot, open the report you wish to save and click the camera
icon in the toolbar at the top.

RAMAPO a8
COLLEGE L - ?

oF MW jiRiEy

After clicking, a menu box will appear where you can change the name of the new snapshot as
well as the location. Saving it as a personal report puts the snapshot in the user’s Personal
Reports folder where only that user can view the snapshot.
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Save As Snapshot

Mame* Snapshot - Unit Report YTD 2015 Operating
Description Add description

Default output HTML Report v

Sharing * personal report Shared report

Include all levels

Save in Personal Reports -

Cancel

When viewing the snapshot report, all drilldown/filtering functionality is lost. If you would like

to see information from a certain level, be sure to filter by that level in the original report
before creating the snapshot.

Adding a Filter to a Report

Certain reports can be filtered to show or hide certain elements in the report.

For example, when looking at a report that contains information for multiple accounts, a filter
can be added to only show the accounts that you specify.

Click on the Filter Report button in the top-right corner. This will bring up a menu called
“Manage Filter”.

R @ /o B = A4 0

In this menu, you can add, modify, or delete filters. If the desired filter is to only show non-
salary expense accounts, then the menu can be used as follows:

Click the left-most dropdown box to select which column to filter.

14| Page



Manage Filter

Report Version:

Revised Budget 2018 L4

—
| --Select column-— t YD --Select operator—- - o
=

A

Amount

Unit Head

E Pivsion

Fund

Programs

1cy

The “operator” box indicates how the filtering will be applied. To find all accounts that begin
with a 7, the following information would be added.

Manage Filter

Report Version:

Revised Budget 2013 -

Account - begins with - 7| [+]

Clear All

s o

Multiple filters can be applied at the same. To do so, click the plus sign © next to the current
filter and fill in the new set of fields.

Drilldown to Explore Cell
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In Adaptive reports, you can get closer look at data by “exploring a cell”. You will be able to see

more detail including a time breakout and FOAP summary.

To explore a cell, simply click on the data in the report.

Actuals

FY2019

This will open up a new window in your browser called “Cell Explorer” in which you can see the

more detailed information.

-
S/ Cell Explorer - Google Chrome

|.|:IEI z;.l

B Adaptive Insights, Inc. [US] | https://live68.adaptiveplanning.com/app?page=ExplainCell8service=externalBizx=NTIzIDEgMSAtOTkgMCAtMSAtOTkgNL...

| Type: Expense
Rollup type:Sum
Rolls up to: 7042 Materials And Supplies

Visible on the following sheets:
income Statement

Level: 73001 Budget Office
Rolls up to: 7300 Budget Cffice

Dimensions:Programs: All
Fund: Operating
Rolls up to: All

Year: FY2015

Time Rollup: FY2019

CONTRIBUTING TIME
Q1-FY1s N
g2 The Contributing Time can be drilled down
Q3-Fy13 further to show months in each quarter
Q4-FY13

Adaptive ¢ Toun mil FamiE
Ramapo College of New Jersey Fl,nsighls R e Ww ...“]:. G/L Actuals g £ !
Explore Cell
Account: 7011 Office Supplies Value:
Code: 7011 201

View Audit Trail  Drill Into Transactions

VALUE
82
119

If you have any questions about how to get to the cell explorer or if you have any other
concerns, please contact the Budget Office via email at budget@ramapo.edu or by calling ext.

7703.

Sorting in Transaction Reports
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When viewing transaction and model reports in Adaptive, the sorting can be changed by
clicking the column header at the top of the data. Clicking once will sort in ascending order (A-
Z). Each additional click will toggle between descending and ascending.

Transaction Dat{‘)Doc(od& Key Detail RUCL Code Transaction Description  Transaction Amount Debt Credit Ind Fund

For example, the Transaction Date column can be sorted to change the order from old-new to
new-old depending on the desired information.

If you have questions on sorting or if you have any other concerns, please contact the Budget
Office via email at budget@ramapo.edu or by calling ext. 7703.

Managing the Favorites Folder in Adaptive

In the Reports page, every user has a personalized folder called “Favorites” that contains every
report that the user has chosen to “Add to Favorites.” To add a report to the Favorites folder,
right-click the report and click “Add to Favorites.”

(These favorite reports also appear in the navigation menu when “Reports” is hovered over
with the mouse)

Favorite reports are initially displayed in the order that they were added. To change this order,
open the Favorites folder and click and drag the reports to their desired order

To remove a report from your Favorites folder, right-click the report and click “Delete from
Favorites”
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¢l Unit Repor

ol Dperating_| =

el Original By [=] Email Report .
#i FGIBDST
& Modify

o Attach Template

il Deficits
gii Unit Repor
g# Run as HTML
¥KL5 Run as Excel
PDF Run as PDF

ge| Run as Template

J2  Find Snapshots

Note: This does not delete the report itself. It can still be found in its original location.

Viewing Budget Requests in Adaptive

The Budget Requests folder contains information on submissions related to the budget.

Go to Reports in Adaptive. Expand Shared Reports and expand the folder called “Budget
Requests”. Then, click on the “FY19 Budget Requests” folder to view:

A. Capital Requests approved amount, distributions, and availability
B. Budget Change Requests approved amount, distributions, and availability
C. SPIF Requests approved amount, distributions, and availability
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Folders 4| Reports in Folder "Shared Reports = Budget Regquests”

| | ] || Mame

[C7] Favorites

|} Personal Reporiz
] Shared Reports
] Aundiliary

# [ Budget
@j Budget Reguesis
[T FY1E Budget Requests

[_]F¥17 Budget Requests
[C1FY15& Budget Requests
[T FY19 Budget Requests
[ZF¥20 Budget Requests

Capital Requests report

e Displays the disposition of any capital improvement request
e Requests are maintained by the Office of Institutional Effectiveness & Planning

Budget Change Requests report

e Details the budget increases/decreases requested and the disposition of each request

0 Increases may include increase in software contracts, or any
contract/subscription/annual cost

0 Decreases may include a cancellation of a yearly subscription

e Requests are maintained by the Office of Budget & Fiscal Planning

e Requests listed as “recurring” will be built into base for future years
0 Be sure to keep track of what gets built into your Unit’s base budgets

SPIF Requests report

e Strategic Priorities Incentive Fund

e Displays the disposition of any SPIF request

e Requests are maintained by the Office of Institutional Effectiveness & Planning
e Requests are never recurring

Adjustments to Original Budget
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Any changes made to a unit’s base expense budgets are explained in an Adaptive report called
“Adjustments to Original Budget”. This report will detail the amount adjusted and the reason
for the adjustment. Click here to view the changes that went into FY20’s Original Budget.

To find this report and add it to your Favorite Reports, navigate to the reports menu in
Adaptive, expand all shared reports to see a folder called Budget Requests. Click on the folder
for the appropriate fiscal year (FY20 Budget Requests) and find the report inside. Then right-
click on the report title and select “Add to Favorites”.

— o .
== Ramapo College of New Jersey Reports

At

Search:

Folders «

) Favorttes
) Personsl Repors
/-3 Shared Reports
= i3 Audliary
) Resicence Lfe
) Stucent Center
=3 Buaget
3 Analysis
DG Ascounting
='—3 External FS
) Balance Sheat
3 Announcements
) BUDGET ROLL
=/ Detail PC
_JFY18
CIFYIe
JFY20
C)FY21
oM
) Detit
) Recon:fiations
) Testing
) Waivers
) Year End
) Courses
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) Student Data
) Quenes
I3
TIAA
JEMSA
2 {3 Budget Requests
J FY16 Budget Requests
JFY17 Budget Requests
_JF¥18 Budget Requests
) FY18 Budget Requests
| FY20 Budget Requests -

l

)

Reports in Folder “Shared Reports > Budget Requ
Home

a ---—I preTTTrrTgerr ——[ l__

@ Cawital Request S

#) Change Reguest

 Qdiginal Budoet Variance - Expenddures Only

@ SPIF Bequest

]

Page 1 Totsl Pages: 1

Reports in Folder "Shared Reports > Budget Reun

ull Change Re
ci
i

@ Copy to Personal Folder
QOriginal Bu

@ Move to Personal Folder !

SPIF Reque =9 £mail Report

& Rename

Adding a Report to Browser Bookmarks
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Each web browser allows the user to save web pages as bookmarks (sometimes called
Favorites) for quick access. An active page can be saved as a bookmark by pressing Ctrl + D.

NOTE: This only works if the URL in the address bar is specific to the active page. Some Adaptive
reports have the URL https://livec08a06.adaptiveplanning.com/app when displaying the report.

Bookmarking this link will not bookmark the report. To bookmark in this case, follow these

steps:

Once an Adaptive report has been opened, the link to the report can be generated by clicking
the Share Report button on the toolbar.

HER e /7 B >

The report-specific URL appears at the bottom of a pop-up menu.

To

Cc

Subject

Message

Share Report

Select one or more recipients

Select one or more recipients

Adaptive Suite Report: Unit Report YTD 2020 Operating

Chris Tredici has sent you a link to this Adaptive Suite report: Unit
Report ¥YTD 2020 Operating. To view the repert, please click on the

link below.

Send a copy to mysalf

Send

Report URL | https://login.adaptiveinsights.com/app?r=NTY¥3MCxSQU1BUESTUOFOREIPWDISTI

Cancel

2

Click the URL starting with “https” and drag all the way until you reach the end of the link. The
menu will scroll over. Make sure you have only highlighted text that is part of the link.
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Copy the link (Ctrl + C).
For Google Chrome

Right-click the bookmarks bar below the address bar. Select Add Page from the list.

& C | @ livec08a06.adaptiveplanning.com/app
B ospps W@ JV I Budget [ Accounts W UnitReport W Reports
Cpen all (7}
== Ramapo College of New Jersey | Reports » Unit Report ¥TD 2020 Operating Adaptive :\1,’ Open all (7} in new window
— Insights "

Open all (7) in incognito window

Unit Report YTD 2020 Operating

Rename

oo T o EETE O O

Levels: Ramapo College [Rellup)

Fund: Operating (Rollup)

Programs: Programs (Rollup) Delete
Currency: United States of America, Dollars

Add page...

(If there is no bookmark bar, it may be hidden. Press Ctrl + Shift + B to unhide.)

A menu will appear. Enter the display name for the bookmark (example: Adaptive Unit Report)
in the Name box. Paste (Ctrl + V) the report URL in the URL box. Click Save.

For Mozilla Firefox
Right-click the bookmarks bar below the address bar. Select New Bookmark... from the list.

A menu will appear. Enter the display name for the bookmark (example: Adaptive Unit Report)
in the Name box. Paste (Ctrl + V) the report URL in the Location box. Click Add.

For Microsoft Edge

Go to any webpage (example: ramapo.edu) and press Ctrl + D to add to Favorites. Enter the
name as whatever you want the report shortcut name to be.

Press Ctrl + D on that same webpage. Change the URL to the report URL.
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Mame

Report

URL

https://login.adaptiveinsights.com/app?r=NT

Savein
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