
 

 
 
 
 
 
 
 
 
 

Enterprise Performance Management (EPM) 
Department Forecasting Training Guide 

 
 

  

 

 



 EPM Department Forecasting Guide 
 

Page ii 
 

Table of Contents 
Monthly Forecasting Process ........................................................................ 1 
Access the Departmental Entry Form .................................................................................. 1 
Select Forecast Methods and Launch Business Rule ........................................................... 1 
Review and Refine Forecast Using Historical and Account-Level Data ............................... 1 
Using the Forecast Workspace ............................................ 2 
Getting Started ........................................................................................................ 2 
Browser Requirement .......................................................................................................... 2 
Login to EPM ........................................................................................................................ 2 
Navigation ................................................................................................................... 3 

Form Navigation ..................................................................................................... 4 
Member Selector ................................................................................................................. 4 
Search Page Icon .................................................................................................................. 5 

Forecasting Form Overview ...................................................... 6 
Downloading Forms to Excel ................................................................................ 6 

Forecast Entry ........................................................................ 7 
Forecast Reports ................................................................... 16 
5 Year Actuals Report (Dept) .............................................................................. 16 
Forecast Actuals by Month for Selected Year (Dept) ............................. 17 
5 Year Actuals by GL Account (Dept) .............................................................. 18 
Forecast Copy – Snapshot for All Months (Dept) ..................................... 19 

Contacts and Resources ......................................................... 20 
Budgets, Planning and Analysis Resources .................................................. 20 
Knowledge Services Training .............................................................................. 20 

 



 EPM Department Forecasting Guide 
 

Last Revision: 2/4/2025                 Page 1 

 

Department Forecast Overview  
Enterprise Performance Management's (EPM) Forecasting enables data-driven decision-making 
for executives and academics. 

Forecasting is a tool intended for colleges and support unit users to aid in preparing a 
projection for the current year using monthly actuals directly from UT Share. These actuals are 
summarized for all budgeted and non-budgeted cost centers, plus projects, by unit. The 
forecast is generated at the "R" and "B" account levels for revenue and expenses, with 
additional account group breakouts for different tuition and fee types. This tool makes it easy 
to prepare a forecast by providing easy access to the necessary financial data. 

 

Monthly Forecasting Process 

Access the Departmental Entry Form 

At the beginning of each month, navigate to the Departmental Entry Form and select the 
appropriate cost center unit once the actuals for the prior month have been finalized and are 
available. This ensures that you are working with the most up-to-date financial data for 
accurate forecasting. 

 

Select Forecast Methods and Launch Business Rule 

Choose the appropriate forecast methods for each account group based on the updated 
actuals. After selecting the methods, save your changes and launch the associated business rule 
to stage the forecast, ensuring that the current year’s actuals are used to project future values 
accurately. 

 

Review and Refine Forecast Using Historical and Account-Level Data 

Utilize the provided historical and account-level forecast reports to evaluate your unit's annual 
projection. In addition, compare your forecast to the unit's budget found in the last column of 
the form. Based on this review, adjust the forecast methods and make any necessary changes 
or additions to refine your forecast, ensuring it reflects realistic projections for the remainder of 
the year. 
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Using the Forecast Workspace 
Getting Started 

Browser Requirement 

• EPM is compatible with Mozilla Firefox and Google Chrome. 

• Do not use Internet Explorer or Safari. 

• You must enable popups. 

 

Login to EPM 

• Navigate to the UTA Apps page  

(myapps.uta.edu).  

• Click on the Oracle EPM icon. 

 

• Click the checkbox 
towards the bottom of the 
page for “I agree to terms 
and conditions”.  You may 
need to scroll down. 

 

• Use the “Company Sign 
In” button to login with 
your UTA email and NetID 
password. 
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Navigation 

1. Starting from the EPM UTA Dept User Homepage, select the four dots that make up the 
square menu. This can be found at the top far right of the EPM homepage. 

2. Under Navigation Flows, select the option for UTA Forecast. This is what will take you to 
the Forecast Homepage.  

 

Using the four dots will allow you to toggle between the EPM homepage used to prepare our 
budget for the next fiscal year and Forecasting, enabling you to make data-driven decision-
making when it comes to revenue and expenses. 

3. Select the Forecast Process Tile 

4. Click the Departmental Forecast Tile.  
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NOTE: This will take you directly to the Department Forecast Entry Form. 

Form Navigation 

Member Selector 

1. Click on the blue Cost 
Center title.  

 

2. The Select a Member page will display. On this page you can select the desired cost 
center unit. You can either type in the unit name or select it from the UTA FORECAST 
without TOP-SIDE list. Click on it to select it (blue check mark) 

3. Once the desired unit is found, click on it.  The blue check mark indicates that it has 
been selected.  

4. Click OK.  
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5. The Cost Center title box will turn yellow. Click the Go Arrow to refresh the page to the 
new cost center unit. 

 

 

 

Search Page Icon 

1. Click on the magnifying glass icon.  

2. Enter search parameter. 

3. Line will be highlighted. 

 

 

NOTE: This function allows for text and/or numbers search only on the displayed form.    
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Forecasting Form Overview 
The forms inside the EPM Forecast are cloud service pages modeled after an Excel worksheet 
that are used to view, enter, and update forecast data. 

 

Different cell colors in a data form indicate the following:  

• White:  Data was entered or changed in 
a cell and saved.  

• Yellow:  Data was entered or changed 
in a cell, but not saved. 

• Gray:  Data cannot be edited or 
changed, read-only cells. 

• Comments: A triangle in the upper-right 
corner of a cell indicates that a 
comment is in the cell. 

 

Downloading Forms to Excel 

EPM allows you to download any of the forms to an Excel spreadsheet.  

1. Once on the desired form click the Actions button found in the top right. 

2. Select the option “Spreadsheet Export” from the actions list. 
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3. Click Export.  

The spreadsheet can now be found in your 
downloads folder.  

 

Forecast Entry 
The forecast seeding process enables users to establish their preferred forecasting method for 
specific budgeted accounts. This generates a forecasted estimate for open periods in the 
current fiscal year. Once the periods have been closed, the actual data is then loaded from UT 
Share to replace previous forecast calculations. 

The first column of the entry form below shows the Central Method forecasting methods. 
These are the Budget Office selections for each account group and is there for informational 
purposes only. However, you may copy and paste the Central Method selection(s) for some or 
all of the account groups to the Fcst Method column, if desired. See directions below. 

 

1. Use the Member Selector to choose the desired department.  

2. From the Departmental Forecast Entry form, select the    Plus 
Icon in the Seeding Process titled cell. This opens the cells used to set 
your preferred seeding method. 
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3. Once open, select a cell from the Fcst Method column to generate the dropdown menu 
of forecasting methods. 

 

The drop-down list shows all the forecasting methods set up by the Budget Office. 

 

• “Time Series Rate” calculates a forecast estimate for each open month based on 
that month’s prior year actuals multiplied by the rate of increase/decrease for the 
current year YTD closed month actuals vs prior year YTD closed month actuals. 
Thus, the Time Series Rate is based on the YTD closed month trend vs the prior 
year. This calculated rate will be displayed automatically in the Custom Rate 
column.  
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• “3 Year Avg” calculates a forecast estimate for open month based on that month’s 
actuals average of the past 3 years.  

NOTE: You can find the prior three fiscal years listed on the Departmental Forecast 
Entry form following the Seeding Process columns. In addition, the 5 Years Actuals 
Report (Dept), Forecast Actuals by Month for Selected Year (Dept), and the 5 Years 
Actuals by GL Account (Dept) reports can also be used for forecasting analysis. 

 

 

• “Prior Year Actuals + HEPI” calculates a forecast estimate for each open month 
based on that month’s prior fiscal year actuals amount plus the HEPI rate found in 
the HEPI_RatePull column multiplied by the prior year amount. The HEPI rate must 
be set up by the Budget Office for it to correctly calculate the Forecast Year total. 
Blank HEPI rate cells will result in the forecast total being set to the prior fiscal year 
month amounts.  
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• “Prior Year Actuals + Custom Rate” calculates a forecast estimate for each open 
month based on that month’s prior fiscal year actuals amount plus the custom rate 
multiplied by the prior year amount where the rate is set by the department user.  

 

 

• The "Manual" option is the most customizable way to calculate forecast estimates. 
It relies on a lump sum amount that the department enters in the Fcst Adj column. 
The amount entered will be pushed down to the open months level and spread 
evenly across the open months. Conversely, the plus icon can be used to drill down 
to month level, where individual amounts can be entered on each open month. 
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4. Select the desired Forecast Method from the drop-down for each revenue and expense 
account group.  

Forecast methods displayed in the Forecast Central Method column are the current 
methodologies being used by the Budget Office to calculate the Forecast Year Total at the 
university level. This column is shown for informational purposes only, but can be used by 
the department user, if desired.  

• To copy Budget Office Forecast Method, select the cell or cell range in the Forecast 
Central Method column you would like to copy by clicking into a desired cell. 

 

NOTE: To copy multiple cells, click the small black 
box and drag to select all cells needed.  

 

 

• Use Ctrl+C to copy selected cell/cells. 
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• Select the target cells in the Fcst Method column where you would like to paste the 
Budget Office forecast methodology selections 

 

• Use Ctrl+V to paste to the selected cell/cells. 

 

5. Click Save  
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6. Use the Actions drop-down or right-click on the spreadsheet to select “Do you want 
Closed Months Actuals to Forecast Sandbox?” This action creates the current year 
forecast. 

 

 

7. Click Launch  

 

 

Once this business rule is run for the selected cost center unit, a current year forecast estimate 
is created consisting of closed months actuals (see Actuals Seeded Total column) and an open 
months forecast based on the selected seeding method (see Seeded Open Months column) for 
each account grouping. The 12 months forecast is then displayed in the Forecast Seeded Total 
column. 

NOTE: This business rule does not have to be run again after making saved changes to the 
Seeding Process.  
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8. After creating the current year forecast, it may be necessary to add a topside 
adjustment for one or more account groups. Enter forecast adjustments in the Fcst Adj 
column for the desired revenue or expense account group.  
 
• Forecast adjustments can be made by entering whole dollar amounts for 

unexpected or known fiscal year impacts on current open periods. 
 

 

• Adjustments can also be added to individual open quarters or 

months using the Year Total    Plus Icon.  
 
NOTE: Any adjustments made at the quarter or YearTotal level 
will be evenly spread over the underlying open months. 

• Comments regarding each account group’s forecast can be 
entered in the Commentary column to the right of the Forecast 
Total column. 
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9. Click Save   
 

10. Verify Forecast estimates in the Forecast Total column.  

 

 

NOTE: The Forecast Total column is the sum of closed period actuals, open periods based on 
seeding method, and forecast adjustments. 

Save forecasting data by using Spreadsheet Export.  
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Forecast Reports 
Forecasting reports have been developed to provide department users with the tools analyze 
historical actuals, and to calculate informed forecast estimates using the Departmental Forecast 
Entry Form. By leveraging available actuals data for both budgeted and non-budgeted cost 
centers plus projects provided from UTShare, these reports enable users to predict and forecast 
financial outcomes for units at summarized revenue and expense account group levels. With 
the help of these reports, department users can make more informed decisions, identify 
potential issues, and plan their budgets more effectively. 

 

5 Year Actuals Report (Dept) 

The 5 Year Actuals Report (Dept) report provides actuals data for revenue and expense at a 
summarized accounts level over the previous five fiscal years, separated between budgeted and 
non-budgeted actuals. 

 

• Use the   Plus Icon located on any of the Seeded Total column heading to view 
the breakdown of budgeted actuals and non-budgeted actuals for a previous fiscal 
year.  
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Forecast Actuals by Month for Selected Year (Dept) 

The Forecast Actuals by Month for Selected Year (Dept) report allows department users to view 
actuals data for each month for a selected fiscal year, categorized into budgeted and non-
budgeted cost center unit data for the revenue and expense groups. This report helps identify 
the prior year(s) month amounts that are used to calculate each current year open month’s 
forecast using the selected forecasting method. 

 

 

 

 NOTE: Monthly Seeded Total columns automatically display for budgeted and non-budgeted 

cost center and project data when the report is opened. Use the    Minus Icons to close the 
budgeted and non-budgeted columns for each month. 

 

• Use the Years Member 
Selector to choose the 
Prior or current year 
needed.  
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5 Year Actuals by GL Account (Dept)  

The 5 Year Actuals by GL Account (Dept) report allows department users to view budgeted and 
non-budgeted revenue and expense data for the five prior fiscal years and the YTD forecast 
year at the GL account level and any cost center level. This report is similar to the 5 Year Actuals 
Report (Dept), except that the summarized account level groupings can be viewed at the lowest 
GL account level. In addition, the cost center unit levels can be reviewed at a lower cost center 
level if needed. This report will allow a more detailed analysis of account groups that can lead 
to better forecasting. 

 

 

NOTE: Planning Attribute Total columns automatically display for budgeted and non-budgeted 

cost center data when the report is opened. Use the    Plus Icons to open the budgeted and 
non-budgeted columns. 
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Forecast Copy – Snapshot for All Months (Dept) 

The Forecast Copy Snapshot for All Months (Dept) report allows department users to view 
finalized annual forecasts created monthly for comparison purposes for a selected cost center 
unit and fiscal year. The first forecast of the fiscal year will be the “Oct Forecast” which will 
consist of September actuals plus October through August forecasted amounts. The final 
forecast of the fiscal year will be the “Sep Forecast: which will consist of September through 
August actuals. The Budget Office will save the final annual forecasts for departments each 
month to be viewed in this report. 

 

 

 

 

• Use the Years Member 
Selector to choose the 
prior or current year 
needed. 
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Contacts and Resources 
Budgets, Planning and Analysis Resources 

For budget questions or help with EPM Forecasting, please contact the Budget Resource 
representative that has been assigned to your departmental Unit.  The Budget Resource list, 
detailing the Budget Resource assigned to the different UTA Units, is posted on the Budget, 
Planning and Analysis website (https://www.uta.edu/business-affairs/budgeting).   

 

Knowledge Services Training 

Web page:  https://www.uta.edu/business-affairs/training/  

• Register for Classes 

• Join Business Affairs Listserv 

• View and/or Print Training Materials 

• Training Guides 

• Job Aid 

• Quick Reference 

 

 

https://www.uta.edu/business-affairs/budgeting
https://www.uta.edu/business-affairs/training/
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