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Background to the implementation of Hyperion Planning

The previous processes for planning and budgeting were document based, primarily in Excel
spreadsheets, inhibiting effective collaboration, consolidation and analysis. There was poor visibility
of outputs (student FTEs and fee income) at Department and Faculty levels and a reliance on central
Finance to provide this; Departments could only access their outputs once all Departments in all
Faculties had completed the process. There was no version control, a lack of adequate security and
the use of multiple, disparate data sources. Data collection was therefore time consuming, leading to
the planning process taking longer than necessary.

Hyperion Planning is an application which forms part of the Oracle suite of products owned by College;
this facilitates financial planning in a more efficient manner than spreadsheet-based methods.
“Project Delphi” was set up in 2018 within Financial Management to investigate the possibility of using
Hyperion Planning to enhance the College’s student number and tuition fee income planning



processes. After developing the application for College’s needs, proof-of-concept testing has been
carried out and the application is now fit for purpose. Demonstrations to Faculty Finance Officers,
Departmental Operating Managers and Departmental users provided invaluable feedback that has
enabled the further development of the most user-friendly way in which to implement the system. As
a result, in December 2019 the Project Board took the decision to roll out the software for use in the
2020 Planning Round.

Advantages of using Hyperion Planning

The benefits of using the Hyperion Planning application are that multiple planners can access planning
information simultaneously, with no need to distribute and share Excel spreadsheets. This will result
in a reduction of the time taken to produce student number and tuition fee income forecasts and
plans. Centrally managed Hyperion Planning models can be run by planners on demand, removing the
need to manually collect information from Departments and Faculties, and to redistribute outputs
calculated by Financial Planning and Analysis. Planning information is available to users in near real
time, allowing planners to assess the impact of any changes that they make on demand, rather than
having to wait for central Finance to consolidate and redistribute. Standardised templates will enable
a more consistent approach with improved accuracy of data entry and data validation. The system will
provide a single source of truth for student planning data.

Only intake numbers for the first year of each programme (for both headcount and fees) need to be
entered into the system; the application will automatically calculate the continuing students and fees
for programme years 2-6, although calculated numbers can be overridden by end users.

How Hyperion Planning works

Hyperion Planning can be accessed either via the web or through an Excel spreadsheet. Mac users
need to use the web, as unfortunately the Oracle Excel Add-in necessary to facilitate the spreadsheet
option is unavailable for downloading onto a Mac.

Once users have accessed Hyperion Planning, they are presented with task lists which guide them
through the various steps that make up the planning process. This enables process management and
monitoring.

Each task in a task list is linked to either a form, a calculation or a process:

e Forms are used for data entry or for reviewing output.

e Calculations use data entered by the user and by central Finance to calculate output figures,
for example fee income.

e Processes include submitting entered data to the application itself or submitting a plan from
a Department to a Faculty.

Accessing Hyperion Planning via the web

The College’s Hyperion Planning application can be accessed using a web browser at the following
location:

https://epmprd.ad.ic.ac.uk/workspace/index.jsp

Hyperion Planning is compatible with the following browsers:

1. Firefox;
2. Internet Explorer.


https://epmprd.ad.ic.ac.uk/workspace/index.jsp

Please note that Hyperion Planning is NOT compatible with Google Chrome, Microsoft Edge and
Safari.

The site can only be accessed from within the College’s network; remote workers will need to
connect to the College network via VPN or via their College computer using remote desktop.

Once you have entered the url above, you will see the landing page shown below. Log in using

your usual College username and password and then click onto the ‘Log on’ button.

fi.. X [@] Oracle Enterprise Perform... X

nprd.ad.icacuk/workspace/index.jsp e Q Search

Enterprise Performance Management System Workspace, Fusion Edition

User Name:

I

Password:

Log On

ORACLE

ENTERPRISE PERFORMANCE
MANAGEMENT SYSTEM

Copyright © 2005, 2014, Oracle and / or its affiiates. Al rights reserved.

You are now connected to Hyperion Planning and will see this home page:

Enterprise Performance Management System Workspace, Fusion Edition

Navigate File View Favorites Tools Help

A

HomePage *

/Shared Workspace Pages/HomePage

/ N

D Recently Opened ;’/\-_'lQuick Links
o 1CSNTT Favorites
J Open... Applications
Planning
o ICSNTT
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The home page can be reached at any time by clicking onto the home page icon on the top left-hand
corner of the page:

/fepmprd.ad.icacuk/workspace/index,sp

X Enterprise Performance Man

P Navigate File Edit View Favorites Tools Adm

A B % Eoore|

HomePage

Set user preferences

The first time you login into Hyperion Planning you will need to set your user preferences. This is a
one-time only activity which must be done the first time you use the application. User preferences can
subsequently be changed but there should be no regular need to do so.

User preferences streamline the Hyperion Planning experience by setting default values to manage
how Hyperion looks to you, the end user. It also makes planning information visible by default, for
example by setting which Cost Centres the user can see.

Open user preferences

To set your user preferences open the preferences options by selecting File->Preferences from the
Hyperion toolbar:

Enterprise Performance Manag

Navigate ﬁe Edit View Favorites Tools Help

Prefer Preferences...
Preferel Log OfF
Exit



The following window will open; navigate to the User Variable Options tab:

Preferences

General

M
3

Authentication

B

Explore

SQR Production Reporting

Financial Reporting
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Web Analysis
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Planning

Help

Application Settings  Display Options

Email Options

Email Address

Task List Notification
Approvals Notification

Copy the Application Owner

Job Console Notification

Alias Setting
Alias Table
Member Name/Alias Display

Approvals Options
Show Planning Units as Aliases

Show Planning Units That are Not Started

Out of Office Assistant
Select Action
Select Next Owner
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Set the default user preferences as follows:

Printing Options = User Variable Options
Use Application Default
No |wv
No |wv
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No |v
Use Application Default
Default |»
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Use Application Default
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Reset

Cancel
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Variable

Value

Comment

Enter_Target_Version

Working

Default value

Enter_Target_Scenario

Current Plan

Default value

Enter_Source_Scenario

Current Plan

Default value

Enter_Source_Version

Working

Default value

Set your user specific preferences by typing in the name of the programmes for which you are
responsible, for example ‘Aeronautics UG programmes’ next to the Programme variable. Enter the
name of your department next to the Cost Centre variable. The following example is for a user in the
Department of Aeronautics. Once you have entered the variables, click on the ‘Save’ button at the
bottom right-hand corner of the window.
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A full list of users with User Ogranisation and User Organisation Programmes is available in Appendix
| at the end of this document.

Please note that the screenshots below are from a Department of Aeronautics test user point of view
so will show only Aeronautics programmes; your user access will determine the programmes that you
are able to view when you log in and should only be those you need to forecast or plan for.

Department planning

There are four activities that need to be carried out for Department planning: entering programme
student headcount by financial year, running the calculations, reviewing and revising where necessary,
and finally submitting the plan. Task lists within Hyperion Planning will sequentially guide you through
the process step-by-step.

Begin by logging in to Hyperion Planning as detailed on page 2. If you have already set your user
preferences, you will not need to do this again. Otherwise return to page 4 for guidance on how to set



up your user preferences. Access the student number and tuition fee income application (ICSNTI) by
clicking on to the ‘ICSNTI’ icon on the home page:
Enterprise Performance Management System Workspace, Fusion Edition

Navigate File View Favorites Tools Help

*

HomePage *

/Shared Workspace Pages/HomePage

m Recently Opened w/\ Quick Links
o 1CSNTT Favorites
J Open... Applications
Planning
& ICSNTT

1 rj | Workspace Pages

The following page will then appear:

Enterprise Performance Management System Workspace, Fusion Edition Loggedinas TEST_AE_PIN Help Logoff O

Navigate File Edit View Favorites Tools Help

A |

HomePage

> Forms Task List Status

My Task List
Task List Status - All View ¥

M incomplete
B Complete
W Overdue

Incomplete, 100.0%
Task List Status - All

> B Departmental plan tasks

Task List Tasks - All
Task Type Status Start Date End Date Alert Completed Date Instructions Action
> {Departmental plan tasks =) @ B

You will see a task list called ‘My Task List’. This includes everything that you need to complete for the
Planning Round. The pie chart to the right shows how many of the tasks you have completed and what
is still left to do.



Plan Student Headcount

The first task in the list is to plan student headcount. To expand your task list, click onto the arrow
next to the Departmental plan tasks:

> Forms
My Task List

> B2 Departmental plan tasks

The following further sub-tasks should appear:

> Forms Task List Status

My Task List p
Task List Status - All View ¥

W Incomplete:
M Complete
Overdue

Incomplete, 1000%

P Beparimental plan tasks |
¥ plan student headcount

> & Calaate student FTEs and fees
B Review

view

Task List Status - All

tus  StartDate EndDate Hert CompletedDate  Instructions

#9Departmental plon 133
§9Plen student headcount
#Enter UG programme student headcgunt (ntake only)
&9Enter PGT ful-time programme student headgount (ntake only)
Enter PGT part-time programme student headcountGatake only)
& Enter PGT certfcate and (ntake only)

Enter MRes programme student headcount (ntake only)
f@Enter PhD programme student headcount (intake only)
#Enter PO tudent and hospital staff student headcoun
§Calauate student FTES and fees
Review plan
view UG student FTE and fee income by programme

50595052

50 59168

#Review PGT student FTE and fee income by programme

f#Review MRes student FTE and fee income by programme B
student FTE prog B

#Summary review B
§2For information only B
9View programme fee rates B
=

§#View programme FTE rates
@ View dropout rates
¥Review teaching proportions

#Subnit departmental plan

Ialnfalafalelafalajdaielzlainlalalalaintel
L8000 08000880000088868§

You can navigate through the task lists in two ways; either through the panel on the left-hand side, or
by clicking on to the icon under the ‘Action’ column on the right-hand side of the screen.

Some tasks, such as ‘Departmental plan tasks’ and ‘Plan student headcount’ are header tasks with no
forms or calculations associated with them. These show as folder icons in the task list. Those tasks
that you need to complete are represented not by the folder icon but by a square shape containing a
black dot:

> Forms T
My Task List

(& Departmental plan tasks

> I [Plan student headcount]|

o Calculate student FTEs and fees

> B Review plan

z B For information only

. & Submit departmental plan

> o View post service teaching FTE and fee allocal



Enter student headcount

The tasks within Plan student headcount are to enter the planned student headcounts for each year
of the Plan, each programme and each residency.

There are seven data entry forms in the first task: one for undergraduates, three for postgraduate
taught students (one each for PGT full time, PGT part time and PGT certificates/diplomas), one for
MRes students and two for PhD students (one for students, the other for staff students). Depending
upon your role/Faculty you may not need to use all of these forms.

To open a form, double click on its name. Most of the cells in the spreadsheet are greyed out; this
means that they are read-only and cannot be edited.

The example form below is for entering undergraduate headcount. You will see that prior years have
been pre-populated with actual student headcount data to act as a guide. The white cells in the ‘Enter
Student Headcount’ rows are the ones in which you should enter your planned headcount numbers
for the intake year —Year 1 intake, Late intakes for PhD students, and Year 1 continuing for Masters
programmes starting mid-academic year:

ws < [ —

Task List Status

Task - Enter UG programme student headcount (intake only)  Task Instructions

#oPeriod:P13 £, Scenario:Current Plan [} version:Working 4%, Cost Centre:No Cost Centre W Date Analysis:CurrentMonth
ooy e reren ) Intake Year:No Intake Year . Programme Element:No Programme Element 93Userorg gramme: Aeronautics
16 stidenthaadosant (ntke 2018-2019 - 2013-2020 - 2020-2021 - 2021-
e Sderit esdcotit (itah ;:;Zz Yrof Yrof Yrof Yrof ;;;ny Yrof Yrof Yrof Yrof Sv;;\; Yrof Yrof Yrof Yrof ;:;;fy Yrof Yr
loma programme student hez 1 Study Study Study Study 1 Study Study Study Study 1 Study Study Study Study 1 Study St
ent headcount (intake only) Intske 2NL 3ML 4N SNL - Intake 2NL 3N 4NL SNL - Intske 2NL 3NL 4NL SN - Intake 2N 3P
1theadcount (ntake only) H401.- Aesonautical Engirieering (MEng 4YFT) Home FT  Base student headcount o & @ wt 7 % = zs’: 7 % B A
itudent and hospital staff st. Enter Student Headcount
EuropeanUnion  FT  gage student headcount 2 = 2 a ' 2 x5 n 2 32 25
Enter Student Headcount
Overseas FT Base student headcount o = 7 = ' s o @t S5 S0 47
Enter Student Headcount
iR H410 - Aeronautical Engineering with a Year Abroad (v Home FT | Beee stident hoadcoteit Ao st 1
Enter Student Headcount
European Union FT Base student headcount 5" 3L s"
“ Enter Student Headcount
Oveseds FT  Base student headcount it 3 3
Enter Student Headcount
H420 - Aeronautical Engineering with a Year in Industr Home FT  Base student headcount = 2 e: 4
Enter Student Headcount
European Union FT  Base student headcount 4L GL 3L 4L 3
Enter Student Headcount
OVermeas FT  Base student headcount 0° & & 1" 6
Enter Student Headcount
H415 - Aeronautics with Spacecraft Engineering (MEng Home FT) | Aase stidenit headeoimit 2 gk 7
Enter Student Headcount
EuropeanUnion  FT  page student headcount - S 5
Enter Student Headcount
Overseas FT Base student headcount = St 5
Enter Student Headcount
v
< >

Student headcount numbers only need to be entered for the intake year for each financial year and
residency type for each programme. Student headcount for other programme years of study (2+) will

automatically be calculated and will populate the fields when you submit the data that you have
entered in the form.



When you enter a headcount number into a cell the colour of the cell will change from white to yellow.
This is to let you know that the cell has been edited:

irio:Current Plan E'Q‘Version:Wm ing :g" 'Cost Centre:No Cost Centre \J Date Analysi¢
=nt:No Programme Element @ 3 UserOrganisationProgramme: Aetonautics programmes
= 2019-2020 2020-2021 = 2021-2022 - 2022
¥Yrof Yrof Yrof ¥rof
Study Yrof Yrof Yrof Yrof Study Yrof Yrof Yrof Yrof Study Yrof Yrof Yrof Yrof Study Yrof Yr
' 1 Study Study Study Study 1 Study Study Study Study 1 Study Study Study Study 1 Study St
=sidency - Intake 2NL 3NL 4NL S5NL - Intake 2NL 3NL 4NL 5NL - Intake 2NL 3NL 4NL 5NL - Intake 2NL 3
FT L L L L
Base student headcount 47 46 38 26 47 4% 38 47 46
Al
Enter Student Headcount 50
z L L L L
@nUnion  FT Base student headcount 29° 327 25 20 293 32 25 29 32
Enter Student Headcount
ks 4 L L L
& FT  Base student headcount 55° 50 47 32 55 50 47 55 50
Enter Student Headcount
P Lot
Base student headcount 1 2 1
Enter Student Headcount
:an Union FT Base student headcount &

Submit entered student headcount data

Once you have entered your headcount numbers into the form, you need to submit the data to the
system for the calculations to be carried out. To do this, click on to the ‘Save’ icon in the top left-hand
corner of the page:

Navigate File Edit View Favorites Tools Help

alE |/ & " B &

ICSNTI - Task List Status *

> Forms Task List Status

My Task List Task - Enter UG programme stuc

4B Departmental plan tas
4P Plan student headc
> © Enter UG proi

%Period P13
4 Intake Year:No Intake Ye

The headcount for the remaining programme years of study will be calculated from historical data and
the data that you have just entered; once you have clicked the Save button, Hyperion Planning will
launch the calculation and you will see the following box. You do not need to change any of the values
in the top 5 rows, simply click on to the ‘Launch’ button at the bottom and the system will calculate
the future years’ headcounts based on your Year 1 Intake values:

Runtime Prompts - STUDENT_HEADCOUNT
Prompt Text Vaue
% * Enter Programme ‘SUserOrganisationProgramme:
i *Enter Target Scenario “Current Plan”
& *Enter Target Version scurrvsn
47 = LEnter year(s) to copy to 8Planear1,&PlanYear2,8PlanYear3
% = 2Plan years to calauate. SCurfear, Planfear 1, 8Planyear2, 8Plantears
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The ‘Base student headcount’ rows show the automatically calculated headcounts for continuing
years as well as Year of Study 1 Intake once you have submitted your data:

a-',bcenano:(_urrent Pian g-"'v'erswn:worlang TT'LOSt Centre:No Cost Cent
yramme Element:No Programme Element [®] 5 UserOrganisationProgramme: Aeronautics programmes
= 2015-2020 = 2020-2021 = 2021-2022
Yr of ¥Yr of Yr of
Study Yrof Yrof Yrof Yrof Study /Yrof Yrof Yrof Yrof Study Yrof Yrof ¥Yr
: 1 Study Study Study Study 1 /Study Study Study Study Study Study St
Residency - Intake 2NL 3NL 4NL SNL - Inta 2NL  3NL 4NL SNL 2NL 3N 4
L L L L
Home FT Base student headcount 47 4% 38 26 50 47 46 33 50 47
bl
Enter Student Headcount 50
i L L L L
EuropeanUnion  FT  pase student headcount 2° 327 257 20 29| 52! o5 29
Enter Student Headcount
L L L L
Overseas FT Base student headcount 55° 500 47 3R 55 50 47 55
Enter Student Headcount
L L
! Home FT  Base student headcount 1 2 1

Override automatically calculated continuing student headcount

If you wish to override the automatically calculated student headcounts for continuing students, for
example for students going on/returning from interruption of studies, you can do so by entering
revised headcount numbers into the orange coloured cells in the ‘Enter Student Headcount’ rows and
saving the form as previously documented:

- 2019-2020 2020-2021 - 2021-2022
Yr of Yr of Yr of
Study Yrof Yrof Yrof Yrof tudy Yrof Yrof Yrof Yrof Study Yrof Yrof Yrof
1 Study Study Study Study Study Study Study Study 1  Study Study Study ¢
- Intake 2NL 3NL 4NL SNL - Intak 2NL 3NL 4NL S5NL - Intaske 2NL 3NL 4NL
L L L L
se student headcount 47 46 38 26 47 46 38 50 47 46
]
ter Student Headcount 50 40
L L L L
se student headcount 29 32 25 20 29 32 25 29 32
ter Student Headcount
L L L L
se student headcount 55 50 47 32 55 50 47 55 50
ter Student Headcount

L L

D S R Sy S < - <

Once you have submitted the data and saved the form you will see that the Base student headcount
row has now been updated with your data for you to review and that this value has been used for
continuing students in the following year:

(] F| UserOrganisationProgramme: Aeronautics programmes

- 2019-2020 = 2020-2021 - 2021-2022 = :
Yr of ¥Yr of ¥Yr of Yr of

Study Yrof Yrof Yrof Yrof Study Yrof Yrof Yrof Yrof Study Yrof Yrof Yrof Yrof Study Yrof

1  Study Study Study Study 1  Study Study Study Study Study Study Study Study 1 Study

- Intake 2NL 3NL 4NL 5NL - Intake 2 3NL 4NL S5NL - Intake L 3NL 4NL SNL - Intake 2NL

L L L L

headcount 47 46 38 26 50 46 38 50 40 46
N

:Headcount 50 0

L L L L
headcount 29 32 25 20 29 32 25 29 32
:Headcount

L L L L
headcount 55 50 47 32 55 50 47 55 50
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Once you have finished this task, click ‘Complete’ at the bottom of the screen to show that the task
has been completed:

Overseas wL 5 6 mL

H415 - Aeronautics with Spacecraft Engineering (MEng 4YFT) Home 2 7 2

Complete [ | Previous Incomplete Previous Next Incomplete Next Task Lis

A tick mark will appear in the box. You can navigate to the next task by clicking on to the ‘Next
Incomplete’ button or by using the drop down list in the panel on the left hand side of the screen.

Calculate student FTE and Fees

Once you have entered your student headcounts, the next step is to run the calculations that will
generate the future years’ FTEs and fee income. Again, to open the task, double click the name in the
panel on the left-hand side of the screen. There is no form for this task, instead a box will appear that
allows you to launch the calculations. Click the ‘Launch’ button and the calculations will run.

HomePage || ICSNTI - Task List Status %

> Forms Task List Status

MY Task List Task - Calculate student FTEs and fees  Task Instructions
P Departmental plan tasks

¥ Plan student headcount Laumch Baiiness fisles

> © Enter UG programme student headcount (i PestTine. S0
. 3 Business Rule SNTI_PLAN_FTE_FEE_UNALC
> ©® Enter PGT full-time programme student hez

Launch

S Enter PGT part-time programme student he
> S Enter PGT certificate and diploma programr
> ® Enter MRes programme student headcouni
> & Enter PhD programme student headcount {
S Enter PhD programme staff student and hc
9 iCalculate student FTEs and fees

ca
> ¥ Review plan

& For information only

& 5ubmit departmental plan

<

> O view post service teaching FTE and fee allocai
4

A pop-up box will let you know that the calculation has run successfully.
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The calculations are as follows:

Student FTE = student headcount x programme FTE rate (this is set by Financial Planning and Analysis)
Student Fee = student FTE x programme fee rate for the year of study

Allocated student FTE = student FTE x teaching proportion

Allocated Fee = student fee x teaching proportion

Once you have finished this task, click ‘Complete’ at the bottom of the screen to show that the task
has been completed as you did after entering the headcount data and submitting it (page 12).

Review plan

These tasks are for reviewing the output of the calculations. You can review by programme type (i.e.
undergraduate, postgraduate taught etc.) or a total summary of the Department, which includes all
programme types by looking at the Summary review form (task 3.5). The forms associated with these
tasks are read-only and so the cells are greyed out.

The review form below shows the output of the calculations, FTEs and fees, for the entered
headcounts:

Task List Status

Task - Review UG student FTE and fee income by programme  Task Instructions

#2,Period:P13 _ng"Scenano:Current Plan ;glLVers>on: Working :*‘Cost Centre:No C
9 Intake Year:No Intake Year ¥, Programme Element:No Programme Element ¥, Attendance Type:Total Attendance Type @ UserOrganisationProgramme: ,
2015-2020 - 2020-2021 - 2021-2022 - 2022-2023
Total Total Total > Total
Programme Programme Programme Programme
Year of Year of Year of Year of
Study - Study - Study - Study
European Union Student FTEs [ 3
Overseas Student FTEs 14 4
Total Residency Student FTEs 6 4
Total residency 4 3
H420 - Aeronautical Engineering with a Year in Industry (MEng 5YFT) Home Student FTEs 11 5
European Union Student FTEs 21 13
Overseas Student FTEs 9 7
Total Residency Student FTEs 12 5
H415 - Aeronautics with Spacecraft Engineering (MEng 4YFT) Hormie Student FTEs 9 5
European Union Student FTEs 30 17
Overseas Student FTEs
Total Residency Student FTEs 175 143 93 47
128 94 61 29
All UG Programmes Home Total student FTEs 210 166 105 55
All UG Programmes EU Total student FTEs 512 403 259 131
All UG Programmes Overseas Total student FTEs
All UG Programmes Total student FTEs
72 1,452,250 1,211,750 860,250 434,750
== 980,500 795,500 564,250 268,250
Student Fees 5,494,250 4,640,000 3,282,500 1,760,000
Student Fees 19,888 9,250
Student Fees 55,500
Student Fees 177,000 90,000
Student Fees 59,200 37,000
Student Fees 39,775 27,750
Student Fees 312,700 180,000
Student Fees 83,250 64,750
Shudent Fees 111.000 46.250
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For information only

The next task, ‘For information only’, includes further review forms where you can view programme
fee rates, FTE rates and teaching proportions. These are read-only. The example below shows the fee
rates for the programme above:

2019-2020 2020-2021 2
Home European Union Overseas Home European Union Overseas Home Euro)
Indergraduate Programmes -
1401 - Aeronautical Engineering (MEng 4YFT) Programme Year of Study 1Intake 9,250 9,250 30,250 9,250 9,250 31,750
Programme Year of Study 2 Non-Late 9,250 9,250 30,000 9,250 9,250 31,000 9,250
Programme Year of Study 3 Non-Late 9,250 9,250 29,500 9,250 9,250 30,500 9,250
Programme Year of Study 4Non-Late 9,250 9,250 29,500 9,250 9,250 30,000 9,250
1410 - Aeronautical Engineering with a Year Abroad (MEng 4YFT) Programme Year of Study 1Intake 9,250 9,250 30,250 9,250 9,250 31,750
Programme Year of Study 2 Non-Late 9,250 9,250 30,000 9,250 9,250 31,000 9,250
Programme Year of Study 3 Non-Late 9,250 9,250 29,500 9,250 9,250 30,500 9,250
Programme Year of Study 4Non-Late 9,250 9,250 29,500 9,250 9,250 30,000 9,250
4420 - Aeronautical Engineering with a Year in Industry (MEng 5YFT) Programme Year of Study 1 Intake 9,250 9,250 30,250 9,250 9,250 31,750
Programme Year of Study 2 Non-Late 9,250 9,250 30,000 9,250 9,250 31,000 9,250
Programme Year of Study 3 Non-Late 9,250 9,250 29,500 9,250 9,250 30,500 9,250
Programme Year of Study 4Non-Late 9,250 9,250 29,500 9,250 9,250 30,000 9,250
4420 - Aeronautical Engineering with a Year in Industry (MEng SYFT) Programme Year of Study 5 Non-Late 9,250 9,250 29,500 9,250 9,250 30,000 9,250
1415 - Aeronautics with Spacecraft Engineering (MEng 4YFT) Programme Year of Study 1Intake 9,250 9,250 30,250 9,250 9,250 31,750
Programme Year of Study 2Non-Late 9,250 9,250 30,000 9,250 9,250 31,000 9,250
Programme Year of Study 3 Non-Late 9,250 9,250 29,500 9,250 9,250 30,500 9,250
Programme Year of Study 4Non-Late 9,250 9,250 29,500 9,250 9,250 30,000 9,250
>ostgraduate Taught Programmes -
416 - Advanced Computational Methods for Aeronautics Flow Management Flid Stru  Programme Year of Study 1 Intake 13,250 13,250 31,250 14,000 14,000 32,500
11U624 - Advanced C Methods for Flow Fluid St prog, Year of Study 1Intake 13,250 13,250 31,250 14,000 14,000 32,500
Programme Year of Study 2 Non-Late 12,500 12,500 31,000 13,500 13,500 32,000 14,300
4404 - Advanced Aeronautical Engineering (MSc 1YFT) Programme Year of Study 1Intake 13,250 13,250 31,250 14,000 14,000 32,500
1501 - Composites: the Science, Technology and Engineering Application of Advanc  Programme Year of Study 1 Intake 13,250 13,250 31,250 14,000 14,000 32,500
15U124 - Composites: the science, technology and engineering application of adva Programme Year of Study 11Intake 13,250 13,250 31,250 14,000 14,000 32,500
Programme Year of Study 2 Non-Late 12,900 12,900 31,000 13,500 13,500 32,000 14,300
>ostgraduate Research Masters Programmes -
4405 - Fluid Dynamics Across Scales [1+3] (MRes 1YFT) Programme Year of Study 1 Intake 13,250 13,250 31,250 0 0 0

Submit Plan

If you are happy with the output of the calculations, the next step is to submit the Departmental Plan
to your Faculty Finance Officer for approval. If you are not happy with the output, you can returnto a
task and amend the headcount entries, recalculate and review again until you are satisfied.

To submit your plan, double click on ‘Submit departmental plan’ in the task list. A new screen will open
as below. Make sure that the Scenario is set to ‘Current Plan’ and that the Version is ‘Working’:

Task List Status
Task - Submit departmental plan

Scenario Current Plan | Version Working Qutof Office Assistant

student headcount 8 Process status View ¥
sgramme student he ChartType Pie [v| GroupBy v ®
rogramme student F

and diploma progran

‘e student headcour

student headcount

staff student and F WUnder Review

~d fees

E and fee income b Under Review, 100.0%

TE and fee income |

FTE and fee income Actons~ view~ 3 W % B @ fivetch

TEand feeincome| || Planning Unit A ApprovalsStatus 7 SubStatus V) Current Owner 7 Location V Total Value Path  Detais
Aeronautics Under Review ICSNTI_PLNR _Aeronautics Aeronautics =8 B a
Bioengineering Under Review ICSNTI_PLNR _Bioengingee Bioengineering ] =]

¥ Business School Under Review ICSNTI_IPLNR_BS_RW  Business School Bl a

ates Centre for Environmental Policy Under Review ICSNTI_PLNR_CEP Centre for Environme ~

“ates Chemical Engineering Under Review ICSNTI_PLNR_ChemEng  Chemical Engineering o ] (=]
Chemistry Under Review ICSNTI_PLNR_Chemistry Chemistry e =]

ortlorss Civil and Environmental Engineering Under Review ICSNTI_PLNR Civing  Civil and Environment 4 =]

e Co-Curricular Studies Under Review ICSNTI_PLNR_Non_Acadei Co-Curricular Studies w a

SFTEmndfeeslon || SO Under Review ICSNTI_PLNR_Computing Computing ®n a
Data Scence Institute Under Review ICSNTI_PLNR_Datascilnst Data Science Institute x= a
Department of Brain Sciences Under Review ICSNTI_PLNR DeptrainSc Department of Brain ¢ =8 =]
Department of Immunology and Inflammation Under Review ICSNTI_PLNR _Deptimmun: Department of Immur =8 =]
Department of Infectious Disease Under Review ICSNTI_PLNR Deptinfectt Department of Infect ] =]
Department of Metabolism, Digestion and Reproduction Under Review ICSNTI_PLNR_DeptMetDig Department of Metab o8
Department of Surgery and Cancer Under Review ICSNTI_PLNR_DeptSurger Department of Surget - | a

H
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You should see a list of Planning units that have the name of your Department. Each Department and
Faculty has its own Planning unit:

Actions ¥ View ¥

b= B cf @) Hfioetach

Planning Unit W/ Approvals Status ¥ Sub-Status ¥ Current Owner ¥ Location & S Total Value Path  Details
Chemical Engineering Under Review ICSNTI_PLNR_ChemEng Chemical Eng 3:3 A
Chemistry Under Review ICSNTI_PLNR_Chemistry Chemistry 33

i Civil and Environmental Engineering Under Review ICSNTI_PLNR _CiviEng Civil and Envi gzg
Co-Curricular Studies Under Review ICSNTI_PLNR _Non_Academic_PRG Co-Curricular 23
Computing Under Review ICSNTI_PLNR_Computing Computing e
Data Science Institute Under Review ICSNTI_PLN ataSclnst Data Science 3:8
Department of Brain Sciences Under Review ICSNTI_PLNR _DeptBrainSc Department ¢ 3:8
Nanartmant Af Tmmonalans and Tafl indar Davian TECNTT DIND NeantTmennal 2Tn8am Nanartmant » Q‘ig ﬁ

As the Department Planner, you have been set up in Hyperion Planning to belong to a user group
called ICSNTI_PLNR_YourDepartmentName. For example for Computing, this s
ICSNTI_PLNR_Computing. At the start of the planning process, your department’s Planning unit is
owned by your departmental user group, of which you are a member.

Next, you need to promote the Planning unit upwards to your Faculty Finance Officer for approval.
Once you do this, ownership of the Planning unit transfers to your FFO. Highlight your Planning unit
by clicking onto it, and then click ‘Details’:

ist Status X

Task List Status
Task - Submit departmental plan  Task Instructions

Qut of Office Assistant

Scenario CurrentPlan v Version | Working v | G
student headcount B process status e~
sgramme studenthe | | ChartType  Pie [v] GroupBy v ®
rogramme student
3nd diploma progran
te student headcour
student headcount
staff student and t M Under Review
~d fees
“Eand fee income b Under Review, 100.0%
TE and fee income | -
FTE and fee income Aions¥ View~ B W % B W o
TE and fee income | || Planning Unit AT ApprovalsStatus 7 SubStatus ¥ Current Owner 7 Location V Total Value Path  Details
Aeronautics Under Review ICSNTI_PLNR_Aeronautics Aeronautics = B a
Bioengineering Under Review ICSNTI_PLNR_Bioenginge Bioengineering ®» a
¥ Business School Under Review ICSNTI_IPLNR_BS_RW  Business School =8 a
ates Centre for Environmental Policy Under Review ICSNTI_PLNR _CEP Centre for Environme. = =]
“ates Chemical Engineering Under Review ICSNTI_PLNR _ChemEng  Chemical Engineering - (=]
Chemistry Under Review ICSNTI_PLNR_Chemistry Chemistry ]
artors Givil and Environmental Engineering Under Review ICSNTI_PNR_Civing  Civil and Environment a
= Co-Curricular Studies Under Review ICSNTI_PLNR _Non_Acade: Co-Curricular Studies ]
Computing Under Review ICSNTI_PLNR_Computing Computing 2 2)
aFTE and fee alo: =
Data Scence Institute Under Review ICSNTI_PLNR_Datascilnst Data Science Institute = @
Department of Brain Sciences Under Review ICSNTI_PLNR DeptBrainSc Department of Brain ¢ e s [=]
Department of Immunology and Inflammation Under Review ICSNTI_PLNR _Deptimmun: Department of Immur i ] @
Department of Infectious Disease Under Review ICSNTI_PLNR DeptInfectt Department of Infect ]
Department of Metabolism, Digestion and Reproduction Under Review ICSNTI_PLNR_DeptMetDig Department of Metab xn a
Department of Surgery and Cancer Under Review ICSNTI_PLNR DeptSurger Department of Surget = a

Another new screen will open as shown below. Click on to the ‘Actions’ drop-down menu and select
‘Change Status’.

Eviewi, 100.0%

Planning Unit Computing
History  Annotations

Actions ¥ View v ¥ 08 @) Efipetach

Approvals Status ~ Owner
Under Review ccunning
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A new box will appear. Make sure that you select the ‘Promote’ action:

Change Status

Select Action  Promote El Select Next Owner  <Automatic>

Enter Annotation
Font E{ 2, B Q@ é @ %
BJ/IUYU S, 8§ EE &

Then click the ‘OK’ button at the bottom of the box. A pop-up will show that the plan has been
submitted successfully:

sroup By |
(@) Information x
Change status submitted
o
otatus
M Under Review

Click the ‘OK’ button to close the box.

Once you have finished this task, click ‘Complete’ at the bottom of the screen as before to show that
the task has been completed. It is important for the overall coordination of the Planning Round by
Financial Planning and Analysis that tasks are appropriately marked as either complete or incomplete.
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You can check that your plan has been submitted by clicking on to the ‘Refresh’ icon:

Task List Status
Task - Submit departmental plan  Task Instructions

of Office Assistant

Scenario  Current Plan w | Version Working v | | Go
Process Status View ¥
Chart Type Pie |~ | GroupBy v Q})

Status

al M Under Review

Under Review, 100.0%

Actions ¥ View ¥ B Y BSW ot

Planning Unit A7 Approvals Status ¥ Sub-Status

¥ Current Qwne Y LocI Path Details

Computing Under Review Fac 3,'3 ~
Data Science Institute Under Review g Da 323 [j
Department of Brain Sciences Under Review ICSNTI_PLNR _DeptBrainSc De| 3:8 E
Department of Immunology and Inflammation Under Review ICSNTI_PLNR_DeptImmunol&Inflam Dej 32 E]
Department of Infectious Disease Under Review ICSNTI_PLNR_DeptinfectDisease Dey 322 [j
Department of Metabolism, Digestion and Reproductic Under Review ICSNTI_PLNR_DeptMetDigRepro Dej SZS

Once refreshed, you will see that ownership of the planning unit has now passed to your Faculty user
group (your Faculty Finance Officer-and their team).

If the approver requires any changes, they will return the plan to you for modification. They will do
this by rejecting the plan, at which point it will be owned by you again so you can make any changes
requested.

Once you have made the relevant changes to the plan, resubmit following the steps above.

Further Assistance

Queries regarding the use of Hyperion Planning should be directed to the Financial Planning and
Analysis (FP&A) team via the team email address:

financialplanning@imperial.ac.uk
Catherine Cunningham (FP&A Manager)

Andrew Stagg (Head of FP&A)
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Appendix |

User

Alex Gibbs

Alice Ashley-Smith
Alison Cambrey
Amrik Thethi

Anita Stubbs

Anita Stubbs

Anita Stubbs

Anita Stubbs

Anita Stubbs

Anita Stubbs

Anne O'Neill
Anthony Fitzgerald
Anusha Sri-Pathmanathan
Bernadette Kuforiji
Chris Sanders

Cora O'Reilly
Damian Cerase
Emma Watson
Erika Rosivatz
Francesca Bertolini
Gemma Williamson
Gemma Williamson
Gemma Williamson
Gemma Williamson
Gemma Williamson
Hannah Davy
Hayley Atkinson
Heidi Vickery
Jackie O'Neill
James Andrewes
Jane Lac

Josie Howard
Julian van Lare
Karen Lyle

Kate Lewis
Katerina Koutsantoni
Kay Hancox
Lindsey Anne Cumming
Lorna Stevenson
Luke White
Melanie Albright
Melody Saunders
Noeline Joseph

Pat Evans

Ravinder Panesar
Rebecca Rahman
Rebecca Smith
Richard Jones

Ritu Saha

Sam McKenney
Samantha Symmonds
Sian Haynes

Simon Bailey
Simon Passey
Steph Pendlebury
Steve Aldous

Susi Underwood
Tim Ovenden

Tim Venables

Ting Ting Wu

Vasso Papaioannou
Zarine Khurshid

UserOrganisationProgramme

Energy Futures Lab programmes

Electrical and Electronic Engineering programmes
Department of Surgery and Cancer programmes

Faculty of Engineering programmes

Department of Brain Sciences Programmes

Department of Immunology and Inflammation programmes
Department of Infectious Disease programmes
Department of Medicine programmes

Department of Metabolism, Digestion and Reproduction programmes

Institute of Clinical Sciences programmes
Computing programmes

Life Sciences programmes

Chemical Engineering programmes

Faculty of Engineering programmes
Bioengineering programmes

Materials programmes

Computing programmes

Earth Science and Engineering programmes
Chemistry programmes

School of Medicine programmes

Department of Brain Sciences Programmes
Department of Immunology and Inflammation programmes
Department of Infectious Disease programmes

Department of Metabolism, Digestion and Reproduction programmes

Institute of Clinical Sciences programmes

Institute of Molecular Science and Engineering programmes
School of Public Health programmes

Non Academic programmes

Aeronautics programmes

Life Sciences programmes

Institute for Security Science and Technology programmes
Mechanical Engineering programmes

Faculty of Natural Sciences programmes

Centre for Environmental Policy programmes

Mechanical Engineering programmes

National Heart and Lung Institute programmes

Electrical and Electronic Engineering programmes

Civil and Environmental Engineering programmes
Bioengineering programmes

Physics programmes

Bioengineering programmes

Business school programmes

Business school programmes

Life Sciences programmes

Aeronautics programmes

Mechanical Engineering programmes

Earth Science and Engineering programmes

Mathematics programmes

Computing programmes

Design Engineering programmes

Earth Science and Engineering programmes

Aeronautics programmes

Mechanical Engineering programmes

Faculty of Medicine programmes

Institute of Molecular Science and Engineering programmes
Faculty of Engineering programmes

Chemical Engineering programmes

Faculty of Natural Sciences programmes

Bioengineering programmes

Faculty of Medicine programmes

Faculty of Medicine programmes

Institute for Security Science and Technology programmes
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UserOrganisation

Energy Futures Lab

Electrical and Electronic Engineering
Department of Surgery and Cancer

Faculty of Engineering

Department of Brain Sciences

Department of Immunology and Inflammation
Department of Infectious Disease

Faculty of Medicine

Department of Metabolism, Digestion and Reproduction
Institute of Clinical Sciences

Computing

Life Sciences

Chemical Engineering

Faculty of Engineering

Bioengineering

Materials

Computing

Earth Science and Engineering

Chemistry

Faculty of Medicine

Department of Brain Sciences

Department of Immunology and Inflammation
Department of Infectious Disease
Department of Metabolism, Digestion and Reproduction
Institute of Clinical Sciences

Institute of Molecular Science and Engineering
School of Public Health

Non Academic

Aeronautics

Life Sciences

Institute for Security Science and Technology
Mechanical Engineering

Faculty of Natural Sciences

Centre for Environmental Policy

Mechanical Engineering

National Heart and Lung Institute

Electrical and Electronic Engineering

Civil and Environmental Engineering
Bioengineering

Physics

Bioengineering

Business School

Business School

Life Sciences

Aeronautics

Mechanical Engineering

Earth Science and Engineering

Mathematics

Computing

Design Engineering

Earth Science and Engineering

Aeronautics

Mechanical Engineering

Faculty of Medicine

Institute of Molecular Science and Engineering
Faculty of Engineering

Chemical Engineering

Faculty of Natural Sciences

Bioengineering

Faculty of Medicine

Faculty of Medicine

Institute for Security Science and Technology



