
An Introduction 
to the PI Planning Tool

The PI Planning Tool provides an easy way to plan future spending on your 
project and determine its impact on your final budget.  You can add 
people (salaries), travel, equipment, etc. and it will automatically calculate 
the benefits, F&A, and budget balances. 

The PI Planning Tool starts with your Management Report (which 
calculates expenses that are past, current, or encumbered). The University 
‘owns’ this data, and it can only be changed through formal processes by 
your administrative assistant.  (This data is black or red.)  

Then we added a forecasting tool where you can type in expenses you are 
planning, but are not yet encumbered.  You can add salaries, equipment, 
travel, etc.  Benefits and F&A are automatically calculated.  Your forecast 
total shows you how much YOU are planning to spend.  YOU ‘own’ this 
data, and can change it at any time.  Save it to store for future reference.



From CIS.utah.edu



Enter Project and Submit



This is like your Management Report
Plus Forecasting
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Encumberances show up in both 
Management Report and Forecast 
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Scroll Down to see Totals.
Black Numbers in the Balances

Mean You have $ to Spend.



Forecast is not SAVED until you SAVE it



You can Download it, just like 
Management Reports



Add a New Employee
(Click +, choose existing or new person)
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Add a New Employee
Choose a NAME and benefit rate
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Enter Salary & Name.  
Benefits, F&A & Total Autofill
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Need Another Forecast Year? 
(e.g., no cost extension year…)



Prefer Month-by-Month?
SAVE YOUR DATA FIRST!!!

Expand the Year



Expanded Year has 12 months.
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Expanded Year has 12 months.
Previous Annual Expenses are Evenly Divided over 12 months.

Once expanded, sorry, we don’t have a way to roll it back up yet.
You can add an annual expense on any single month.

You can edit or change anything in the forecast section, to play around and see 
how changes to your personnel management impact your budget.



Remember to SAVE your Forecast!



Questions?

Please contact for assistance:
afs@utah.edu
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