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Go to Anaplan.com and click the Login



Enter your NDSU email address, and you should be taken to the Bison Login page; sign in as usual.



Once signed in, users will be taken to the respective landing page, depending on which role has been assigned.  If a user does not have 

access to a page or group of pages, they will be grayed out.  Information displayed on each page will also be dependent upon which 

department(s) a user has been given access to. 



Export Functionality

Most pages, graphs, and grids in Anaplan are exportable.  This functionality is accessed by either a ‘page’ icon or by 

selecting the ‘dots’ icon.  Users may need to hover over the upper right area of a given grid or graph for these options 

to appear.

To Export



Personnel Planning
Personnel Input Page



The PP01 Position Planning Budget Input page is where all 

information will be entered related to salary and position 

budgets.

Click on the dropdown on the top right to select a 

department.  The list of employees will populate in the 

Position Selector section.  Once an employee is selected, the 

various fields will populate accordingly.  In the Compensation 

Information & Compensation Ratio section, merit and market 

columns are available for entry, to arrive at the FY27 

Proposed Salary.

This page also includes an Estimated Benefits amount; note that this calculation does not take into consideration years of service or income 

limits on percentage based benefits, and is only presented as a starting point to assist users in evaluating a fringe amount to budget for a 

fund or department.

To Export



Scrolling to the right on this page, there are fields for the min, midpoint, and max salaries, as well as the compensation ratio.  This information 

is presented for employees for which that information was received.

Click to Export



The Budget Information grid includes the Combo Code, Earnings Code, and a ‘Do 

Not Budget?’ checkbox.  If a particular row of funding should not be used for FY27, 

selecting that box will zero out the line.

Users can adjust the distribution percent in the ‘Distribution %’ column if needed.  Salary increase columns will distribute the increases in 

proportion to the Current FY budget.

Additional changes can be entered into the ‘Change Budget Input’ column.  



There is a comments field on the right of each row, as well as a comments box on the left side of the page.

The Additional Insights panel icon is located in the upper left; click the icon to open the panel.  The panel includes options related to the 

‘Reviewed?’ checkbox.

The Comments field in the Budget Information section should be used to make comments on new funding sources, funding sources that will 

not be budgeted in the Next FY, and any other amounts in the Change Budget Input column.  

The Comments box under the Position Selector should be used for comments related to the Compensation Information & Compensation 

Ratio section of the page.

Open the 

Additional 

Insights Panel 

using the icon.  

The panel 

includes a 

checkbox to 

show/hide 

reviewed 

positions, and 

a button to 

add a new 

funding 

source.  

Additional 

Insights Panel 



The first section in the Additional Insights panel is the Show/Hide Selector; if users would like to hide positions that have been checked 

as reviewed, select this checkbox.

The Add New Distribution Line should be used if a new Combo Code needs to be added to the Budget Information section for a 

position. 

The Additional 

Insights panel 

also gives 

instructions on 

utilizing the page.



Personnel Planning
Personnel Details



The PP02 Position Planning - Detailed Budget Information page can be used for review. Users are unable to edit information on this 

page and will need to return to the PP01 Position Planning - Budget Input page if there is an error.

Once an employee 

is selected, the 

Additional Insights 

panel 

Compensation 

Ratio fields will 

populate.

To view funding 

distribution for a 

position, click on 

the Budget 

Information 

selector; this will 

open an additional 

grid, shown on the 

next slide.



The budget information for the selected position will be displayed once Budget Information is selected in the Additional Insights panel.

The size of the Position Distribution and Budget Information sections can be changed by using a slider in the middle of the page.

Hover in this area to see and use the slider



Personnel Planning
Department Summary



The PP03 Position Planning Department Summary displays various metrics related to position planning.

The Position Count 

information is related 

to the number of 

positions in the 

selected 

department/division. 

This will not match 

the Total FTE as 

temporary and pool 

positions are included 

in the position count 

but not the FTE. 

The FY26 and FY27 Total 

Budget amounts are for all 

funding sources.



The Funding Sources section shows the changes made during the Salary planning process for each fund type. Grants are included in the 

Restricted fund type.

The Funding Source Totals shows the totals by fund and fund type for the Current Year, Next Fiscal Year and a Percent change. Grants will 

show for the fund and not the project. 

The Budget Information section shows the funding sources for a position, the Current Fiscal Year budget, increases applied, the New Fiscal 

Year budget and the % change. The information displayed is only for the department/division selected and will not show funding from other 

departments/divisions.



The Budget Information section shows the funding sources for a position, the Current Fiscal Year budget, increases applied, the New Fiscal 

Year budget and the % change. The information displayed is only for the department/division selected and will not show funding from other 

departments/divisions.



The final grid presents the total funding source by fund/fund type and compares the current year with the budgeted year.



Non-Personnel Planning
Budget Input Page



Click to Export
To Filter

The NP01 - Non-personnel Budget Input Page is where all information will be entered for revenue and operating budgets. The account 

dropdown will allow users to select the account(s) to be viewed. Ex. Select Net Accounts for all account codes, Revenues for revenues, 

Expenses for expenses or a specific account. The department dropdown will allow users to select the department(s) to be viewed. The top 

grid will populate based on the selectors.

Filter functionality is accessed by using the filter ‘funnel’ icon, and can be used on any column that has a title in the green header row.  It is 

recommended to use this filter functionality instead of the search bar in the main grid area; the filter function is especially helpful when a user 

would like to see a fund that has more than one department associated with it.

Not recommended; use filter function instead



The upper grid shows FY25 Actuals, FY26 YTD Actuals, FY26 Budget, an the Target for FY27; often the FY26 Budget and the Target will be 

the same.

If users would like to view or export this grid without the subtotals, select the show/hide ‘eye’ icon, then select L2 Accounts.

Update the checkboxes so only L2 Accounts is selected, and Apply. To reinstate the subtotals, check all three boxes, and 

Apply.



Scrolling to the right on this grid, yellow cells are available for users to adjust department budgets; the amounts in the FY27 Proposed Budget column will be uploaded into 

PeopleSoft FIN as the FY27 budget.  Users may enter in either the Change % or the Change Amount column to update the dollar amount in a given row; please enter 

only round numbers.  If a change is entered that results in a negative FY27 Proposed Budget amount, an error notification will appear and the amount will need to be 

corrected.

If a fund or account should 

not be budgeted in the New 

Fiscal year use the "Not 

Budgeted?" checkbox. 

Comments should be 

entered to explain why the 

checkbox was selected, 

explain unusual amounts or 

changes, where transfers 

in/out are coming 

from/going to and any other 

relevant information.

The Additional Insights panel 

contains additional filtering 

options, as well as the ability 

to add an account to a given 

fund/department combination.  

By default, all funds are 

displayed in the main grid 

(based on the drop-down 

selector). 

To see only a particular fund 

type, uncheck the Show All 

Applicable Funds? box, open 

the Fund Type Filter grid, 

then select the fund type that 

the user would like to see 

presented.



To view only specific funds, uncheck the Show All Applicable Fund? box, open the Funds Filter, and select a fund or funds.  

Note that if a fund is associated with many departments, it will be listed in the Funds Filter grid on many rows - one for each fund/department 

combination.  For those funds, it is recommended to use the filter functionality on the top grid instead. 

To view only specific projects, uncheck the Show All Applicable Projects? box, open the Project Filter, and select one or more projects.



Open the 

Summary 

Reconciliation grid 

by selecting it in the 

Additional Insights 

panel.  

This grid presents a 

roll up of the 

revenues, 

expenses, and the 

net, by fund, for 

funds associated 

with the dropdown 

selection.

FY25 Actuals, FY26 YTD Actuals, Target, and the FY27 Proposed Budget are shown.  The Variance % 

column shows the change from the FY27 Budget to the FY27 Proposed Budget.



Non-Personnel Planning
Proposed Budget Summary



The NP02 - Non-Personnel Budget Summary page will display various metrics related to the department/division and fund type used in the 

selectors on the top of the page.

The first six ‘cards’ are broken out between revenues and expenses, and compare the Proposed Budget to the Current Year Budget, showing the 

change in both dollars and percentages.

To access export

functionality, select 

the ‘dots’ icon.

To Export



The same year-to-year comparison is shown next, but in graph and grid formats.



Next, the graphs present Proposed Revenue and Expense Budgets by each department, based upon the selection in the dropdowns at the top 

of the page.  Users can hover over any section to show the information as a pop-out box.

Export 

a chart



Scrolling further down, Proposed Revenue and Expense Budgets are shown by account code.



Next, a listing of funds is presented and shows Proposed Budget Revenues, Expenses, and Net (Revenues – Expenses).  As with most areas, 

this grid can be exported using the indicated icon.



Non-Personnel Planning
Budget vs Actuals



The NP04 Budget vs. Actuals page will display the FY26 Budget, FY26 Year to Date (YTD) Actuals, FY27 Proposed Budget and the Budget 

Variance by dollar and percentage for the department/division, account level and fund type selected in the dropdowns at the top of the page.


