
Updating Controlling (CO) Plans 
for Operating Budgets

FIS Workshop

Operating Funds Centers



Learning Objectives
o Understand the planning and budget process for 

Operating Funds Centers
o Understand how the Linking Table impacts the 

planning and budget process
o Generate reports to determine links between Funds 

Center/Cost Center
o Enter and update plans in Cost Centers & Internal 

Orders
o Check/reconcile CC plans with budget amounts in 

Funds Centers
o Troubleshoot common issues with the planning & 

budget process

Link to Workshop Material

https://finance.utoronto.ca/workshop-updating-co-plans-operating-budgets-workshop/


Our focus in this 
class will be on the 
entry of the 
divisional/department
al target budget 
letter. 

This represents 
your unit’s piece of 
the University’s 
operating budget.

Workshop Focus

Link to Planning and Budget website

https://planningandbudget.utoronto.ca/operating-budget/the-budget-model-2/


The University’s Operating Budget Model

Link to Planning and Budget website

“The budget allocation process is a primary tool 
for the implementation of the university’s 
academic plans and academic priorities”

- University of Toronto Budget Model Report

https://planningandbudget.utoronto.ca/operating-budget/the-budget-model-2/


Components of an Operating Budget in 
Operating Funds Centers

There are 2 components of the Operating Budget in 
a Funds Center:

1. Original budget
2. Carryforward/Operating Reserve budget 

(i.e., residual budget surplus/deficit)

Take our Year-End Operating Reserves workshop, presented 
every April to learn more about #2!

https://hcm17.sapsf.com/login?company=universi05P4
https://hcm17.sapsf.com/login?company=universi05P4


Process for 
entering 
Original Budget

CC/IO Plan Version 1 becomes FM 
Budget Version 1

(Original – Locked May 1st)

Department enters Cost Center or 
IO Plan

 (Version 1-Original)

FM Budget Version 99 (Divisional)

Compensation Planning Tool (CPT)

Target Budget Letter

Becomes your current 
CC/IO Plan (version 0)

Becomes your current Funds 
Center Budget (version 0)

As of May 1st

Prior to May 1st



Compensation Planning Tool (CPT)

Compensation tends to account for the largest portion of a unit’s 
operating budget spending. 
The Compensation Planning Tool (formerly B6), was 
developed to assist departments with determining and budgeting 
for their salary and benefits commitments for the next fiscal year. 

For questions regarding the CPT, please contact Dennie Ip in 
Planning & Budget. 

mailto:dennie.ip@utoronto.ca
mailto:dennie.ip@utoronto.ca
mailto:dennie.ip@utoronto.ca


Target Budget Letter

The Target Budget Letter (TBL), also known as the Divisional Budget 
Schedule is provided to academic divisions, campuses and administrative 
shared services units outlining their initial operating budget, prior to review 
and incorporating salary increases determined using the Compensation 
Planning Tool (CPT). 

Divisions will then review the budget and determine how much will be 
allocated to departments, who will then enter their departmental TBL 
amount using the CO Plans.



Example Target Budget Letter – Shared 
Services/Administration

These figures represent the net amount to 
be entered in the CO plans. 

If the dept. anticipates they will bring in more 
revenues than what is listed on the TBL, 
include the new revenue amt., under the 
appropriate revenue Cost Elements, in the 
plan. Ensure that same amt. is included in the 
expense plans. 

Doing so will offset the new revenue 
amount and ensure that the net total will 
match the TBL net budget.

If you’re at the divisional level the net amount 
should match the FM version 99 Budget.



Example Target Budget Letter – Academic

Whichever format the Academic 
TBL takes, revenue (if applicable) 
and expense CO Plans must net to 
the “Net Budget” total for the 
upcoming fiscal year.

IMPORTANT:
Divisional Revenue is suggested 
from the previous year’s totals; 
adjust as necessary for the 
upcoming FY.



Updating Cost Center/Internal Order (CO) Plans

CO (i.e., Cost Center and Internal Order) plans are 
updated for two primary reasons:

1. Required as part of the annual Operating 
Budget process for operating Funds Centers.

2. Used as a reporting tool throughout the fiscal 
year. It provides an option to monitor actual 
spending patterns as compared to 
planned spending patterns.



The Linking Table – Essential to the Entry Process

The Commitment Accounting Assignments report, also 
known as the Linking Table outlines which Cost Center(s) and 
Internal Orders are linked to which Funds Centers. 

Reviewing the Linking Table helps you understand: 

• which CCs are linked to which FCs

• inform how the budget is distributed and entered in FIS

• Identify linkage errors

Link to Linking Table reference guide

https://finance.utoronto.ca/wp-content/uploads/2015/11/Commitment-Accounting-Assignments-Report-Converted.pdf


Example Linking Table
All CO plans entered in the Cost Centers listed will be loaded as Original Budget to the Funds 
Center(s) listed on the left.

If a Cost Center has a plan entered, but the Cost Center IS NOT linked to a Funds 
Center, the Budget will not be loaded.  

Additionally, if a Cost Center has a plan, and it is linked to the wrong Funds 
Center, the Budget will be loaded in the incorrect Funds Center.



Exercise 1 – Confirm 
Account Links using 
Linking Table 

Instructions (approx. 5 minutes)
Run the ZFTR050A - Commitment Accounting 
Assignments (Linking Table) and answer 
question #1.

Reference Guide for the 
Linking Table

https://utoronto.ancileuperform.com/#/content/1.11.2533
https://finance.utoronto.ca/wp-content/uploads/2015/11/Commitment-Accounting-Assignments-Report-Converted.pdf
https://finance.utoronto.ca/wp-content/uploads/2015/11/Commitment-Accounting-Assignments-Report-Converted.pdf
https://finance.utoronto.ca/wp-content/uploads/2015/11/Commitment-Accounting-Assignments-Report-Converted.pdf


Entering or Updating your CO Plans
Once the account linkages have been verified and errors fixed, departmental 
administrators can begin to enter their CO Plans. 

There are 2 methods to enter your CO Plans:

1. Manual Entry/Update – Enter/update Cost Center/Internal Order plans 
directly in FIS at the Cost Element (i.e., G/L Account) level

2. Spreadsheet Upload - Enter/update individual or multiple Cost Center or 
Internal Order plans, which have been created in a spreadsheet format. 
Plans are entered or pasted to a standard template and uploaded to FIS. 

Links to:
• Reference guide for KP06 – Change Cost Element screen
• Cost Center Plan Upload Template (Excel)
• Internal Order Plan Upload Template (Excel)

https://finance.utoronto.ca/wp-content/uploads/2015/10/coplaninput.pdf
https://finance.utoronto.ca/wp-content/uploads/CC-plan-upload-template.xlt
https://finance.utoronto.ca/wp-content/uploads/IO-plan-upload-template.xlt


Example of CO Plan – Manual Entry

Reference guide

https://finance.utoronto.ca/wp-content/uploads/2015/10/coplaninput.pdf


Example of CO Plan – Manual Entry

The initial view of this screen will be blank.  

To get this view, enter the Cost Element 
and Total Planned Costs and click 
“ENTER”. 

To delete an existing line, highlight 
the line and click on 



Exercise 2 – Enter Cost 
Center Plan 

Instructions (approx. 15 minutes)
In the KP06 – Enter or Update CO Plans screen, 
enter the plan in the exercise sheet into your 
assigned Cost Center.

Reference Guide for entering a Cost 
Center plan manually in KP06.

https://utoronto.ancileuperform.com/#/content/1.11.2533
https://finance.utoronto.ca/wp-content/uploads/2015/10/coplaninput.pdf
https://finance.utoronto.ca/wp-content/uploads/2015/10/coplaninput.pdf
https://finance.utoronto.ca/wp-content/uploads/2015/10/coplaninput.pdf


Checking Plan Totals vs. FM Budget
The ensure that the plans were entered correctly and match the Target Budget 
Letter (TBL). You can run it version 1, 0 or 99 of the FM budget.

Two approach:

• Budget to Plan Reconciliation report (see reference guide)

• ZSO3 – Cost Center without and with Internal Orders (Plan vs. Actuals) 
report (see reference guide)

http://finance.utoronto.ca/wp-content/uploads/2016/02/Budget-to-Plan-Reconciliation-ConvertedFeb3.pdf
https://finance.utoronto.ca/wp-content/uploads/2016/02/Cost-Center-without-and-with-Internal-Orders-Plan-and-Actuals-2Feb3.pdf


Exercise 3 – Generate the 
Cost Center Plan vs. Actual 
Report

Instructions (approx. 5 minutes)
Generate the ZSO3 – Cost Center without IO 
Plan vs. Actuals report for Plan version 1 to verify 
that the plan entries are correct.

Reference Guide for ZSO3 report

https://utoronto.ancileuperform.com/#/content/1.11.2533
https://finance.utoronto.ca/wp-content/uploads/2016/02/Cost-Center-without-and-with-Internal-Orders-Plan-and-Actuals-2Feb3.pdf
https://finance.utoronto.ca/wp-content/uploads/2016/02/Cost-Center-without-and-with-Internal-Orders-Plan-and-Actuals-2Feb3.pdf


Learning Objectives
o Understand the planning and budget process for 

Operating Funds Centers
o Understand how the Linking Table impacts the 

planning and budget process
o Generate reports to determine links between Funds 

Center/Cost Center
o Enter and update plans in Cost Centers & Internal 

Orders
o Check/reconcile CC plans with budget amounts in 

Funds Centers
o Troubleshoot common issues with the planning & 

budget process
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https://finance.utoronto.ca/workshop-updating-co-plans-operating-budgets-workshop/


Contact Information & Additional Resources

o FAST General Mailbox – fast.help@utoronto.ca
o Faculty FAST Team Representatives List

We are always looking for ways to improve.
Click here and take a moment to complete our course 
evaluation. 

o GTFM Policy – Purchasing & Payments to Vendors
o Knowledge Centre
o Documentation & Support

mailto:fast.help@utoronto.ca
https://finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/
https://finance.utoronto.ca/fast/fis-training/course-evaluation-fis-training/
https://finance.utoronto.ca/fast/fis-training/course-evaluation-fis-training/
https://finance.utoronto.ca/policies/gtfm/purchasing-and-payments-to-vendors/goods-and-services-tax-gst/
https://finance.utoronto.ca/knowledgecentre/
https://finance.utoronto.ca/fast/support-documentation/financial-accounting/general-ledger/
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