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Quick links: 

How do I log into PowerPlan? 

How do I view my department’s budget? 

How do I view my budget from a prior fiscal year? And how do I switch to a different budget 
version? 

How do I switch to a different department budget? 

How do I add or view notes for individual budget lines? 

My PowerPlan window is filled with budget lines that aren’t relevant for my department – is there a 
way to remove these from my view? 

How can I view my actual results for this year and previous years? 

How do I export my PowerPlan budget to Excel? 

How do I run reports in PowerPlan? 

 

Other FAQ 
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How do I log into PowerPlan? 

Go to the PowerPlan web portal at https://budget.necmusic.edu 

 

Your PowerPlan log-in credentials are the same as your regular NEC computer log-in.  
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How do I view my department’s budget? 

Once you’ve logged in, you’ll see the following view: 

 

To view your budgets, click the pink “Budget” window under Planbook. This will bring you to the 
following Planbook view: 
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How do I view my budget from a prior fiscal year? And how do I switch to a 
different budget version? 

When you log into PowerPlan, the Planbook view will default to the current fiscal year. To view your 
budget from a different year, click the Year: dropdown in the top left and select the appropriate fiscal 
year: 

 

To change the budget version (V1, V2, or V3), click the Scenario: dropdown in the top left and select 
the appropriate budget version: 
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How do I switch to a different department budget? 

Many PowerPlan users only have access to one department budget, but several others oversee 
multiple budgets. To change the department, click the Entity: dropdown in the top left and select the 
appropriate department: 

  

Here, you’ll see all of the departments to which you have access. Click the plus signs to drill down to 
more specific entities. 

 

Select the entity budget you want to see, then click OK.
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How do I add or view notes for individual budget lines? 

The Notes function allows PowerPlan users to add text or attach a document to support a budget line. 
Notes can include calculations, contract terms, anticipated timing of expenses, and any other relevant 
information to support the budgeted amount.  

In order to access Notes for a particular budget line, click the number in the Annual column, then 
select the blue dropdown arrow and click Notes. 

 

You’ll notice the presence of a yellow downward arrow to the left of the account code. This means 
that a note has been previously added to this budget line. 

After you click Notes, a Notes window will open on the right side of your screen. Here, you can type in 
the text box or click Attachments to upload a file from your computer. Once you’ve added a note, you 
can view or edit it anytime, even if the budget scenario is closed for editing. 
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My Planbook window is filled with budget lines that aren’t relevant for my 
department. Is there a way to remove these lines from my view? 

Yes, PowerPlan has a setting which allows you to only view budget lines that have had budget or 
actual activity in the past three years. 

Click the Options dropdown  Show  Accounts Where Data Exists 

Before: 

 
 
After: 
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How do I view my actual results for this year and previous years? 

PowerPlan allows you to view both your budget and the actual revenues/expenses to date.  

To view actual transactions for a particular budget line, select the total for the account under the 
Annual column. This will bring up a History tab at the bottom of the page which shows actual totals 
for the past three years: 

  

Select the number shown under the month or year that you want to view. Then, click the Options 
dropdown on the far right, and select Transaction Details. For example, if we want more detail on the 
$456 spent in October 2018, we’d left-click the $456 under the October 2018 intersection. 

  

This will open a new window which shows the actual transactions for the selected period. 
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How do I export my PowerPlan budget to Excel? 

When we’re dealing with a large amount of data from multiple fiscal years, it can be helpful to export 
the data to Excel. 

To export your PlanBook data, click the Options dropdown at the top of the screen, then select 
Print/Export, Export to Spreadsheet. 
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How do I run reports in PowerPlan? 

The Reports view can be useful for comparing budget vs. actual information from current and prior 
years. From the initial log-in window, click the small green box, Detailed Income Statement.  

 

Here, you’ll find the same information that is shown in the PlanBook view, but in a more practical 
format. Similar to PlanBook, you can toggle the fiscal year, scenario, and entity. Additionally, you can 
select the Format: dropdown to change the report format. Available reports include current year 
budget vs. actual and current year budget vs. prior year budget, among others. You can also use the 
Period: dropdown to change the year-to-date period. For example, the below screenshot shows the 
report “FY20 YTD Budget Tracking – Actual, V2, V3” which presents year-to-date actual data, the full-
year V2 budget, and the full-year V3 forecast. 
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Other FAQ: 

Which budget scenario should I be looking at? V1, V2, or V3? 

- At the May Board meeting each year, the Board approves the V1 operating budget for the 
following fiscal year. Then, during the fall, the V1 budget is revisited and adjustments are made 
to reflect more up-to-date enrollment information, which leads to the V2 budget. So, the V1 
budget should be considered the primary budget from July 1st until the V2 budget is finalized 
and approved. The Finance Office will announce the switch from V1 to V2 via email in 
December.  
 

After the V2 budget has been approved, we will also maintain a third V3 scenario which will act 
as a “realistic forecast” scenario, and will be continuously updated throughout the remainder 
of the year. However, budget managers will still be primarily accountable for the V2 budget 
scenario. 
 

My department expects to be over budget for a particular expense line. However, we have 
savings in other budget lines that cover the overage. Is this OK? 

- This largely depends on the type and amount of the over-spend, but is usually OK as long as it 
does not relate to salary and is compliant with other NEC policies. Please notify the Budget 
Manager of the situation, who will determine how best to proceed. You should also create a 
note regarding the over-spend. Attach the note to the account incurring the over-spend as well 
as the account that will be under-spent to off-set the amount of the over-spend. 

 

My department expects to be over budget for a particular expense line, and we do not 
expect to find savings in other budget lines. What should I do? 

- Communication is key. Please notify the Budget Manager as soon as you’re aware of the 
projected overage. You should also create a note regarding the over-spend. 
 

My department budgeted for a large purchase in one month, but we’re actually making the 
purchase in a different month. Is this OK? 

- It can be difficult to budget exactly when purchases will take place during the fiscal year, so it is 
expected that budget and actual amounts will sometimes differ on a month-by-month basis. If 
this difference has a significant dollar impact, please notify the Budget Manager via email, so 
that the issue can be noted as a driver for any monthly budget to actual variances. As long as 
the annual expense does not exceed the annual budget, this is usually not a significant issue. 
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Who should I contact if I think an expense was booked to the wrong department or account? 

- All expenses are reviewed and approved by the Accounts Payable Accountant, so they should 
be your initial contact for any questions regarding where an expense was booked. It is usually 
beneficial to include the Budget Manager on these correspondences if your question stems 
from what you’re seeing in PowerPlan. 

 

I submitted an invoice/request for payment three weeks ago, but I don’t see the payment in 
the “Actuals” section of PowerPlan. Why? 

- In general, invoices and payment requests are processed as received. However, many types of 
transactions are not “posted” to the accounting ledger until the month is closed ~10-12 
business days after the last day of the month. These transactions will not be reflected in 
PowerPlan until they are posted.  

If you do not see a particular transaction in PowerPlan but you want to confirm if it was 
processed, please contact the AP Accountant or the Budget Manager. 

 

My department recently hired someone who will need access to our department budget in 
PowerPlan. How do I go about requesting access for them? 

- All PowerPlan user profiles are created by the Database Administrator in the IT office. The new 
user’s supervisor should email the Database Administrator to request the creation of a new 
user profile, and specify which departments to grant access. Please cc the Budget Manager on 
these emails so they are aware of any new budget contacts for your department. 

 

I recently changed positions, and I need access to more departments in PowerPlan. How do I 
adjust my access? 

- Please contact the Database Administrator in the IT office, and cc the Budget Manager. 
Approval is required from the relevant department supervisor. 

 


