FY20 Budget -
Adaptive Insights

User Guide

1. Use the following link to log into Adaptive

https://login.adaptiveinsights.com/app

You can open Adaptive insights in Edge, Internet Explorer, Microsoft Edge Browser, Google Chrome,

or FireFox (Mozilla).

2. Your username and password will be provided by Madelin Garcia, Andrew Verona, or someone from
the Budget team (Alexis Yu, Sara Martin and Daisy Placeres).
3. The menu bar is located in the top left-hand corner of your screen.
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4. From the Menu Bar you can access your Budget Sheet and Report.
- You'll be entering your projection and budget numbers in the Budget Sheet
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5. You click on the “Department Budget Sheet” to open the budget sheet
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6. Inthe budget sheet, you will see Actuals for Full Year 2018 and December YTD 2019
- These numbers will appear in Green and cannot be changed
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7. You will only be entering FY19 projections and FY20 budget numbers where the cells are white
(individual month) or the blue cell next to the white lines (full year total).
- FY2019 is for Projection while FY2020 is for next year’s budget.
- Gray lines are not available for data entry.
- Account totals are calculated fields. Data should not be entered here.

—3 T Choat
== Lincoln Center for the Perform... ts

+ Department Budget Sheet Malm;ign:{f.\ Worsday Company

& Acogunts -201E Dec- 2018 Q2-FY19 Jan-2019 -2019 Mar-2019 3-FrI9 Apr2019 May-2012 Jun-2019 Q4-FYI9 Fraoe
1372 5600100 - Telephone 17,457 11657 38303 41,736 15,772 23433 1003 13,433 23433 23,433 70,298 252,443
1375 5600109 - Telephane-NYPhal 2,200 2,200 6,600 | 9,159
1378 $600200 - Telephone Aticcation 28514 -28,614 88 842 -28,734 -28,734 -28,734 86,201 28,734 | -28,734 -28,734 86,201 -344, 088
1380 5600300 - Call Phones / Blackbarry 1.960 2,000 1,865 5924 2477 2,802 632 6,012 11,936
1281 SE00400 - Intemet Service:

1384 Total 2947 14,757 0039 | 15,024 -10,962 -3.337 | 2808 -2,399 4,660 9892 | -80.540
1393 - Stadonery & Supplies

1410 5621200 - OfMfice Supplies & Services %8 58 23 ko 58 293 58 98 38 233 1170
1411 Tl 98 % 293 a8 9% 9 293 9% % 98 293 L
1420 -| Furniture, Fixtures & Equipment | [ |

1430 = Equipment | | | | | | | |

143z 6020200 - Comparer Equipment o 0 ] o [ o o L o
1847 Toral 0 0 o o | [l 0 [ 0 0
1448 Tatal | o o L) o o o o o o

8. You can enter the numbers by month or enter the full year total.
- When entering the full year total, the system will prompt you to spread the amount to the
previous months. Select “Breakback evenly” to disburse the total evenly.
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9. The data entered will appear in Blue until saved and Black after saving. To Save changes, Click on
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AJAEIEN o o

i Accounts 2018 Auz2013  Sep-2018 Oct-2018 Nov-2018
553 |- Otherlncome
01 4800801 - Infoscape Revenue-CMS
602 4800802 - Infascaps Revenue-Film
604 4300804 - Infoscepe Revenue-luillisrd
605 4800805 - Infoscape Revenue-LCT/VBT
606 4800805 - Infoscape Revenue-MET
607 4500808 - Infosceps Revenue-NYC Ballst
608 4300802 - Infoscepe Revenue-NY Phill
609 4800810 - Infascape Revenue-NYPL
11 4800813 - Infoscpe Revenue-Jazz
628 Total
629
€30 TOTAL EARNED INCOME ] ] ] ]
631
632 EXPENSES
1295
1296 General & Administrative Expenses
1420 |- Fumiture, Fixturas & Equigmant
1430 = Equipment
1432 5020200 - Computsr Equipmant 0 18,163 o 0
1427 Total 0 13,163 0 0 o
1418 Total 0 18.162 0 0
1449 |- Maintenance 8 Repairs (Includes Maint Contracts)
1450 6100100 - Computer Equipment Maintenznce. 0 a o 0 B
1438 6101400 - Software Maintznznce { Licensing 11,828 11,501 12,751
1439 6101500 - Sofoware Maintenance Cantracts 0 11,250 0 10,251
1518 Tetal 11828 2751 12751 10302
1768 Total 11,828 2,751 12,751 10,302
2006
2007 Other Expenses
2006 |- Miscslaneous
2037 = Miscallznzous Other
2070 6893300 - Other Misc
2073 Total
2081 Total
2206 Total
2207
2208 TOTAL EXPENSES BEFORE OVERHEAD/TRANSFERS 11,828 34328 22,751 12,751 10,302
e ] ) J ] )
2252 TOTAL EXFENSES 11,828 | 34328 | 2751 | 1,751 | 10302 |
2253
2250 NET INCOME (DEFICIT) FROM OPERATIONS 1828 | 3438 | 2751 275

-10,302

Dec-2018

0

10251

10,251

-10,251

1an-2019

2,083
2,083
2083
2,083

2,083
2083
2,083
2,083

16,667

16,667

15,151

19,151
19,151

Feb-2019

2,083
2,083
2,083
2,083

2,083
2,083
2,083
2,083

16,667

16,567

Mar2019 | Apr2019 May-2013
2,083 2,083 2,083
2,083 2,083 2,083
2083 2083 2,083
2,083 2,083 2,083
2,083 2,083 2,083
2083 2083 2,083
2,083 2,083 2,083
2,083 2,083 2,083
16,667 16,667 16,667
16,567 16,667 16,567
12,553 2,420 12,553
12553 8,420 12553
12553 8,420 12,553
12,553 8,420 12,553
12553 8,420 12,553

4114 8,247 4114

Jun-2013

2,083
2,083
2083
2,083
2,083
2083
2,083
2,083

16,667

16,567

0
0

16,667

FY2013

12,500
12,500
12,500
12,500

12,500
12,500
12,500
12,500

100,000

100,000

18,163
18,163
13,163

51
110,510

26,265
136,726
154,889

154,589

154,883

54,889

Juk-2018

Auz-2019



10. If you do not save your changes and leave the page, you will get a prompt asking if you want to
leave the current page. Click Stay on this page to save changes.
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11. You can enter notes into a cell. To enter notes right click on desired cell and select “Add Note”. The
cell will display a red tab once the note has been added.

E Lincoln Center for the Perform... | Sheets * Department Budget Sheet Rﬂgﬁt;ﬂfﬁ
W

o

# Accounts Mov-2018 Dec-2018 Jan-2019 Feb-2019 m Apr-2019 May-2019 Jun-2019 FY2019
553 - Other Income

601 4800801 - Infoscape Revenue-CMS 2,083 2,083 2,083 2,083 2,083 2,083 12,500
603 4800803 - Infoscape Revenue-Film 2,083 2,083 2,083 2,083 2,083 2,083 12,500
604 4300804 - Infoscape Revenue-Juilliard 2,083 2,083 2,083 2,083 2,083 2,083 12,500
605 4800805 - Infoscape Revenue-LCT/VBT 2,083 2,083 2,083 2,083 2,083 2,083 12,500
606 4200806 - Infosczpe Revenue-MET

607 4800808 - Infoscape Revenue-NYC Ballet 2,083 2,083 2,083 2,083 2,083 2,083 12,500
608 4800809 - Infoscape Revenue-NY Phill 2,083 2,083 2,083 2,083 2,083 2,083 12,500
609 4800810 - Infoscape Revenue-NYPL 2,083 2,083 2,083 2,083 2,083 2,083 12,500
611 4800812 - Infoscape Revenue-lazz 2,083 2,083 2,083 2,083 2,083 2,083 12,500
628 Total 16,667 16,667 16,667 16,667 16,667 16,667 100,000
629

630 TOTAL EARNED INCOME J J J 16,667 ) 16,667 ) 16,667 J 16,667 J 16,667 J 16,667 J 100,000
631

632 EXPENSES
1295
1296 ‘General & Administrative Expenses
1420 |-  Furniture, Fixtures & Equipment
1430 =|  Equipment
1432 6020200 - Computer Equipment 0 1] 1] 18,163
1447 Total 0 0 0 18,163
1448 Total 0 0 0 18,163
1443 |- Maintznance & Repairs (Includes Maint Contracts)
1450 6100100 - Computer Equipment Maintenance 0 51 1] 51
1438 £101400 - Softwars Maintenance / Licensing 1 0 10,251 19,151 0 12,553 5,420 12,553 | 0 110,510
1489 6101500 - Software Maintenance Contracts 0 10,251 1] 26,165
1518 Total 1 10,302 10,251 19,151 0 12,553 8420 12,553 0 136,726
1768 Total 1 10,302 10,251 19,151 0 12,553 8420 12,553 0 154,889
2008
2007 Other Expenses
2026 |- Miscellznzous
2037 = Miscellznzous Other
2070 5295900 - Other Misc
2073 Total
2081 Total

2206 Total




12. You can also Drill into the Actuals transaction details. To view Transaction details, right click on the
desired cell and select Drill into Transactions.

412 4600759 - Hall Rertal - Equipment-Internal 239,660 30,721 13,947 82473 7415 0 5070
113 4601300 - Instrument Rental Rev 22350 325 325 725 2,275 4,825 3450
414 4601301 - Instrument Rental Rev-CMIS 650 Clear o 0 0 750
415 4601303 - Instrument Rental Rev-FILM 325 650 0 0
416 4601304 - Instrument Rental Rev-Juilliard 1350 Explore Cell | a5 0 0 650
417 4a01305 - Instrument Rental Rev-LCT 325 Drill Inta Transactions |

118 4601309 - Instrument Rental Rev-NY Phil 850 i} i} i} 325
420 4601399 - Instrument Rental Rev-Internal 38,750 Display Opfions L0 1950 2425 1300
429 Total 654,250 70088 | 6472 \1s779 62,220 23,050 84,426

A new tab or window will open with the transaction information. This can be printed or exported to
excel by using the print or export button located on the upper right hand side of the window.
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13. To Access reports, click on the menu bar and select Reports.
- Reports can be opened in a new tab by right clicking on the Report Menu and selecting Openin a

New Tab.
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14. All reports are located in the Shared Reports folder. You can view your Monthly Report in the
1_Monthly Reports folder or your Budget Reports in the 2_Budget Reports folder.
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15. To view your Budget Report, click on the 2_Budget Reports folder and then click on “FY2020
Department Budget Report” to view your report.
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16. You can enter projection and budget data into your budget sheet and refresh your report and
review your changes. To refresh your report, click on the Run button.

rts ¥ FY2020_Department Budget Repart Adaptive

E Lincoln Center for the Perform. | ht“’
Insights W 4 workasy Company

Repi

O rrcoin ] OO - -

FY2020 _ _ _
Accounts FY2013PRJ _FY2020BUD FY2019BUD  FY19PRJ vs FY20BUD FY1SPRJ vs FY20BUD FY1SBUDvsFY20BUD  DEC FY13 YTD BUD DECFY13 YTDACT DEC YTDACTvsBUD 2013 ACT
¥ Regular Salaries - Admin 1MZ0M | 1,002,089 1,072,560 (39451} 29,521 9,529 1,072,560 510,452 (108582 1,090,549
& Overtime Salaries - Admin 10,449 0 10,000 {149} 10,449 (10,000} 10,000 5,449 3,249 17,878
F Severance - Admin 2,596 o o (2,598) 2,598 0 0 2,595 (2,598) o
Total Salaries Admin 1125085 1,082,089 1,092,560 (42,495) 42,966 ) 1,082,560 618,526 (108029)  1,108425
Benefits Admin
& FICA- Admin 0,411 60,517 59,824 (587} (108) 683 59,824 26,684 {6,045) 55,42
Medicare - Admi 17,337 18,037 15,805 {1,532) 1,300 232 15,805 10,085 (2,895) 15,588
¥ Unemployment - Admin 3,202 1,082 1,073 {2129) 2119 10 1,073 2,700 2615 8,360
& NYS MCTM Tax - Admin 4,085 2,679 3647 {13} 386 32 3,647 2,260 {679 3,618
& Medical & Dental - Admin 212,738 183,001 217,523 5184 18,737 (24.521) 217,823 101,534 {26,013} 169,307
¥ Employee Medical Contribution - Admin (24,979} (23,986) (25,851} {1,883) (993) 2,876 (26.861) {11,699) 5438 (16,547)
& Life Insurance - Admin 4418 4,698 4,784 366 {230} (86) 4784 2,161 329 4,858
& Disability Insurance - Admin &75 1,082 1,073 388 {407} 10 1,073 173 {105} 102
¥ Workers Compensation - Admin 1,985 2,259 2713 728 (275 1453) 2713 420 &31 285
& Pension - Admin 164,620 158,480 168,753 4133 139 (10273 188,753 84,377 (29,641 137,487
Tuition Reimbursement - Admin 0 o o 0 o 0 0 0 0 99
Total Benefits Admin 444,471 416,850 448,722 4,261 27,620 (31,881 443,732 218,584 (55,366 379,107
Salaries Non-Admin
¥ Regular Salaries - Non-Admin 103,669 0 75,000 (28,669} 103,669 (75.000) 75,000 66,169 (20817} 7,371
Total Salaries Non-Admin 103,669 0 75,000 (28,669} 103,669 (75,000} 75,000 66,169 (20817} 71,371

17. You can also drill into transaction data from your report. Click on the desired number. A new
window or tab will open.

== Lincoln Center for the Perform... | Reports » FY2020_Department Budget Re Adapti,vew
— Insights ¥ 4 workaay oo

Y < orncoon ] > X

FY2020 - _ -
Accounts FY2013PRJ _FY2020BUD FY2019BUD  FY19PRJ vs FY20BUD FY1SPRJ vs FY20BUD FY1SBUDvs FY20BUD  DEC FY13 YTDBUD DECFY13 YTDACT DEC YTDACTvsBUD 2013 ACT
& Regular Salaries - Admin 112,01 1,082,089 1,072,560 (39,451} 29,521 9,529 1,072,560 510,452 (108882 1,090,549
& Overtime Salaries - Admin 10,448 o 10,000 {145} 10,449 {10,000 10,000 5,449 3,243 17,878
¥ Severance - Admin 2,596 o 0 12,59) 2,596 0 0 2,595 (2,598) o
Total Salaries Admin 1125055 1,082,089 1,082,580 (42,495) 42,968 “rn 1,082,560 618,526 (108029)  1,108425
Benefits Admin
& FICA- Admin 60,411 60,517 59,824 {537} {108) 683 59,824 26,684 {6,045) 55,42
& Medicare - Admin 17,337 16,037 15,808 (1,532) 1,300 222 15,805 10,065 (2,895) 15,588
¥ Unemployment - Admin 2,202 1,073 {2129) 2119 10 1,073 2,700 2615 8,360
& NYS MCTM Tax - Admin 4,085 2,679 3,647 {19} 386 32 3,647 2,260 {679} 3,618
Mediical & Dental - Admin 212,728 183,001 217,523 5184 18,737 (24921 217,823 101,534 (25,013} 169,307
¥ Emplayee Medical Confribution - Admin (24,979} (23,986) (25,861} 11,893) (993) 2,876 (26.861) {11,899) 5438 (16,547}
& Life Insurance - Admin 4418 4,698 4784 366 280} (86) 4784 2,161 329 4,858
& Disability Insurance - Admin 75 1,082 1,073 388 (407} 10 1,073 173 (105} 102
& Workers Compensation - Admin 1,985 2,259 2713 728 (275) 153) 273 430 &31 835
& Pension - Admin 164,620 168,480 168,753 4133 139 (10,273 168,753 84,377 (29,641} 137,487
¥ Tuition Reimbursement - Admin 0 o o 0 o 0 0 0 0 99
Total Benefits Admin 444,471 416,850 448,732 4,261 27,620 (31,881 443,732 218,584 (55,266} 379,107
Salaries Non-Admin
¥ Regular Salaries - Non-Admin 103,669 0 75,000 (28,669} 103,669 (75,000} 75,000 66,169 (20817} 71,371

Total Salaries Non-Admin 103,869 o 75,000 {26 865} 103,669 (75,000) 75,000 86,169 {20,817} 7,371



18. You can drill down further by Quarter and then Month or click on “Drill Into Transactions” to view

the YTD transactions
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A new tab or window will open with the transaction information after selecting the “Drill Into
Transaction” link. This can be printed or exported to excel by using the print or export button
located on the upper right hand side of the window.
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If you still have questions or concerns after reading through this User Manual, reach out to the budget
Team (Alexis Yu, Sara Martin and Daisy Placeres).
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