Western Carolina University Planning Database
I. Introduction

The Western Carolina University Planning Database has been developed to enhance accountability and reporting though the Strategic Planning and Institutional Effectiveness Framework. The database also has the added functionality to be used for assessment and budget purposes. This document is designed to describe to users how objectives and budget requests and allocations can be entered and manipulated in the Planning Database.
The Planning Database was designed to account for the hierarchical structure at Western Carolina University. Users of a specific department can only enter objectives if the department their department reports to has entered their objectives for that particular year. For example, Academic Affairs can enter their objectives only after the Executive Council objectives have been entered into the database. Each objective must be mapped to a parent objective, so, in this case, each objective of Academic Affairs must map to a specific Executive Council objective. Each objective must also be related to a specific strategic direction and strategic goal.
Users of a specific department are only allowed to edit their own department’s objectives and budget requests. They can, however, view their parent and children departments’ objectives and budget requests. This allows each department to view the necessary information for setting clear and effective objectives. This also allows for an iterative objective creation process. 
II. Logging in to the Planning Database


The first step in using the WCU Planning database is accessing it. This can be done by going to the Planning Database directory on the share drive. There should be one file in this directory with the name of Planning Database and another for the readme you are currently reading. Simply double click on the Planning Database file to open the database. This will open up Microsoft Access with a logon box like the following:
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Simply enter your Banner ID and leave the password blank. A password is not needed here because your logon to the network is required to get to the database. After clicking OK, a dialog box will pop up asking you to select your department. Simply select your department from the drop down list and click Enter Database. This sets the departments you are allowed to view and edit in the database. You will have to sign out and sign back in under a different department if you wish to make changes to another department’s objectives and budget requests.
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After you select your department and click the Enter Database button, you will be presented with the Main Switchboard, the main menu screen of the database. Below is the Main Switchboard.
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III. Navigating Through Objectives
III.A. Viewing/Editing Your Objectives

To view and edit your objectives click on the Objectives Menu button in the Main Switchboard. This will bring you to the following menu:
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To view and edit your objectives click on the button for Create/Modify/View Objectives. This will open the form below, which will allow you to view your objectives, the objectives of the department your department reports to, and the objectives of all of the departments that report to your department. The only editable objectives are those for the department you are logged in as. Please be aware that the number of the objectives you may be allowed to view can be quit long. In this case, the Filter section at the top of the form gives you the ability to narrow down which objectives you are viewing. 
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The Department ID, Department Name, and Objective ID will automatically be filled in on this form. The first real step in creating an objective is to map it to an objective of the department your department reports to and to a WCU strategic direction and goal using the appropriate drop-down menus. This allows for better reporting and assessing of objectives (the objective hierarchy can be found at the end of this document). After this step, select the fiscal year the objective applies to, give it a priority rank, length, name, and need/issue being addressed. The Desired Results/Need allows for assessment and learning outcomes objectives as well as strategic planning objectives. The Objective Finalized box symbolizes that all of the details and characteristics of the objective have been entered and should only be checked when the objective requires no more editing. The check boxes for whether or not a state or non-state budget will be submitted for the objective are critical for the budget requests form. If both of these buttons are not checked then a budget request cannot be created in the database for the objective.
The buttons at the bottom of the form take you to subforms containing details, characteristics, and evaluation information for the selected objective. It is important to verify that the appropriate objective is selected before clicking on any of these buttons. The selected objective can be determined by the triangle in the grey bar on the left hand side of the form. If a triangle is not present then the objective is not the selected objective. In the picture above there is a pencil inside of the grey bar, indicating that the current is selected and is currently being modified. To select an objective that isn’t selected simply click on that grey bar. Objectives can also be deleted by clicking on the grey bar for the objective and then hitting the Delete key on your keyboard. It is very important to make sure that the record you are viewing is selecting before modifying, deleting, or entering any of the subforms for the record. If you are creating a new record it is important that all of the information is entered on this form before going to any of the subforms. If this is not the case, you may receive errors or the subform may open for an objective different than the one being created. 
III.A.1 University Goals and Defining Characteristics Subform
After the Create/Modify/View Objectives form has been completed, you should proceed to the subform for University Goals and Defining Characteristics, which is shown below. The top of this subform displays the department name, department ID, objective name, and objective ID. Please select any characteristics from the drop downs that may apply to the current objective. If you wish to remove a characteristic from the objective, all you need to do is select the characteristic and hit the delete key on your keyboard. When all the appropriate characteristics have been selected click at the “X” at the top right hand corner of the subform to save and go back to the Create/Modify/View Objectives form.
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III.A.2 Objective Details Subform
Next, click on the button for Objective Details. This will bring up the subform where you may enter all the details for the selected objective. Fill in the appropriate details for the objective. Each detail is objective, but we recommend filling in a begin date, checking the box for objectives getting a budget submitted, filling in the expected target/results, and filling in the expected increase or decrease for the target. These details are more critical for creating reports based on your objectives. When all the appropriate details have been entered for the objective, click the “X” at the top right hand corner of the form to save and go back to the Create/Modify/View Objectives form. 
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III.A.3 Mid-Year Evaluation and End-of-Year Evaluation Subforms

The next subforms are the Mid-Year Evaluation and End-of-Year Evaluation subforms. They can be opened by clicking on the appropriate button. Information only needs to be entered on these subforms at the appropriate times when the objective is being evaluated. Examples of these subforms are below. Once information has been entered, click on the “X” at the top right hand corner of the subform to save and go back to the Create/Modify/View Objectives form.
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III.A.4 Copy to Next Year Function

The final button on the Create/Modify/View Objectives form is Copy To Next Year. Clicking on this button will create a new record and populate it with the same information for the currently selected objective. All characteristics and details will also be copied to the new objective. It is important to note that this new objective will need to be mapped to a parent objective. If the area your department reports to does not have objectives created for the next year, then this function will not work.
III.B. Modify Objective Priority Ranks

To view and modify your department’s finalized objective priority ranks, click on the Modify Objective Priority Ranks button in the objectives menu. Only the most recent year’s priority ranks can be viewed and modified. The button at the bottom labeled Reset/Create Priority Ranks will sort your department’s objectives by the priorities of the objectives they are mapped to and the priorities those objectives are mapped to (if applicable). Then it will create priority ranks for your department’s objectives based on those priority ranks. You can also manually change the priority ranks in the table. Click the “X” at the top right hand corner to exit to the Objectives Menu when you are finished.
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IV. Navigating Through Budget Requests

To get to the budget requests menu click on the Budget Requests Menu button on the main switchboard. This will bring you to the menu below.
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IV.A. Viewing/Editing Budget Requests

Click on the Create/Modify/View Budget Requests button in the budget requests menu to open the Budget Request form for viewing and editing budget requests. Each budget request must be mapped to an objective, must have a priority rank, must have a short description, must have a banner fund code, and must have a budget type. Property, plant, and equipment pool requests may be entered in the table on the form. This form will automatically calculate the EPA and SPA salaries requested along with the appropriate benefit amounts based on the positions requested in the New Position Request subform, which can be navigated to by clicking the button on the form. For rarer expenses not shown on this form, the Additional Expenses subform can be opened by clicking the Additional Expenses button. 
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If the objective which your budget request is being mapped to has a non-state component then the Non-State Revenues button and totals will appear on the form.
A budget request may have multiple new position requests. To enter these, click on the New Position Request button. You can enter the position title, SPA grade, SPA FTE, SPA salary, EPA FTE, EPA Salary, and the duties of the new position in the form. Click the “X” at the top right to save and go back to the Budget Request form.
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IV.B. Modify Budget Requests Priorities (Subordinate Depts.)

To view and modify budget request priority ranks for departments that report to yours, click on the Modify Budget Request Priorities (Subordinate Depts.)  button in the objectives menu. This form looks almost identical to the Modify Objective Priority Ranks form described above in section III.B, and can be seen below. Again, only the most recent year’s priority ranks can be viewed and modified here. The button at the bottom labeled Reset/Create Budget Priority Ranks will sort the budget requests by the priorities of the objectives they are mapped to and the priorities assigned to the budget requests. Then it will create priority ranks based on those priority ranks. You can also manually change the priority ranks in the table. Click the “X” at the top right hand corner to exit out to the Budget Requests Menu when you are finished.
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IV.C. Budget Request Allocations (Subordinate Depts.)

To view the finalized budget requests of the departments that report to yours click on the Budget Request Allocations (Subordinate Depts.) button in the Budget Reports Menu. This form is where you select whether the request has been approved, approved with modifications, or denied. You may enter amounts allocated on this form. All benefits and salaries are calculated based on the positions and salaries allocated. Allocated positions and salaries can be done by clicking the Position Request Allocations button.
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The Position Request Allocation form will show a description and salary requested for each position pertaining to the budget request. If a position is approved, a salary must be entered along with the position number.
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The Additional Expense Allocation form will show amounts requested for additional expense line in the budget request. You may enter amounts allocated on this form.
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V. Reports
The Reports button on the main switchboard will take you to the Reports menu. Once here, you will have the option of running objective reports or budget request reports.
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Each report run will display a form asking you to select the appropriate report parameters. You must select a fiscal year and at least one department (can be a parent department, your department, or a child department) for the report to run properly. You may select multiple departments and each department you select will show up in a different section on the same report.
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V.A. Objectives Reports


The Objective Reports button on the reports menu will take you to the objective reports. Here is a description of each button:
· Objective Assessment Reports – goes to a submenu with the following reports:

· Objective Final Accomplishments Report
· Objective Mid-year Accomplishments Report
· Objectives by Characteristics – goes to a submenu with the following reports:

· Objectives by GA Accountability and Core Measures
· Objectives by CAS Standard

· Objectives by Liberal Studies Outcome

· Objectives by Professional Standard

· Objectives by Statuses – goes to a submenu with the following reports:

· List of Finalized Objectives
· List of Not-Finalized Objectives

· List of Completed Objectives

· List of In-Progress Objectives

· Objectives by Strategic Direction and Goal – report that shows a list of objectives by the strategic direction and goal the objective is helping accomplish
· Objectives by Mapped Parent Objective – report that shows a list of objectives by the objectives of the department your department reports to that they are helping accomplish
· Objectives by Department – report that shows each objective by department
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V.B. Budget Requests Reports


The Budget Request Reports button on the reports menu will take you to the budget request reports. Here are short descriptions of the reports on this menu:
· Objectives Getting a Budget Submitted – Gives a list of all finalized reports that have the budget submit checkbox checked;
· Summary of Budget Requests – Is a summary of budget requests by department. Gives the priority rank, description, total recurring amount, total non-recurring amount, and total FTE;
· Summary of Budget Requests by Objective – Similar to the Summary of Budget Requests report, except that this one is by objective instead of by department.
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VI. Administrative Forms

To get to the Administrative Forms menu click on the Administrative Forms (Read-only) button on the Main Switchboard. 
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There are only two administrative forms, one for departments and one for faculty and staff. Both of these are read-only because some changes to the information on these forms may change the security of the database. The Departments form contains the department ID, department name, department phone number, its level in the hierarchy (highest=1), and the ID of the department to which it reports. The Faculty/Staff form contains your Banner ID, name, e-mail address, phone number, position number, position title, and the department to which you belong (if you belong to more than one department, you will have a different record for each department). To request a change in any of these forms, please contact one of the database administrators.
VII. Goals, Standards, and Priorities Forms

To get to the Goals, Standards, and Priorities Forms menu click on the Goals, Standards, and Priorities Forms (Read-only) button on the Main Switchboard.
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The Goals, Standards, and Priorities Forms menu contain forms with all of the goals and characteristics that can be selected for each objective in the University Goals and Defining Characteristics form (section III.A.1.). These include the WCU strategic directions and goals (required for every objective), WCU liberal studies outcomes, GA accountability and core measures, CAS standard, and professional standards. These forms are read-only because any changes here will change for all objectives in the database. To request a change in any of these forms, please contact one of the database administrators.
VIII. Data Exports
Clicking on the Data Exports button on the main switchboard will bring up the menu below. These data exports can be used to export budget request and allocation data to a separate file for importation into Banner.
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IX. Technical Assistance
For further technical assistance please contact either Alan Socha or Raymond Barclay:

	Alan Socha
socha@email.wcu.edu
(828) 227-2413
	Raymond Barclay

barclay@email.wcu.edu
(828) 227-2570
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