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• Completing Rolling Forecast & Projection Workflow 

 
• Creating the Proceeding Fiscal Year's Projections for FY2024-2026 

 
• Creating a PCC Rolling Forecast for FY2023 

Overview: The following document contains instructions on how to create a revenue rolling forecast for the 

current fiscal year (by month) and projections for the upcoming fiscal years. The rolling forecast, once developed, 

should reflect the anticipated revenues and discounts/allowances for forward looking years. Please note historical 

data (actuals) will populate for previous years to assist you with your analysis. We recommend that both 

quantitative and qualitative information be used on rolling forecast for current fiscal year and upcoming fiscal 

years. For additional information and/or help please reach out to the Office of Financial Planning and Analysis at 

fp&a@westernu.edu. 

 

Software Background: Workday Adaptive Insights is a recognized Leader in the Gartner 2021 Magic Quadrant 

for Cloud Financial Planning and Analysis Solutions based on its ability to execute and completeness of vision. 

The following graphic illustration shows four financial planning and analysis quadrants that Workday Adaptive 

Insights and the Office of Financial Planning and Analysis will be able to aid. 

 
 

 
 

Sections: 
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Step 1: Go to www.adaptiveplanning.com to log in. 

 

        
 
 
 

Step 2: Login with your username and leave the password blank. 
 

        
 
 
 

http://www.adaptiveplanning.com/
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Step 3: If you are not automatically redirected to the Processes > Overview landing page after logging in, click on 

the menu icon on the top left to bring up the Workday navigation menu. 

 

 

Step 4: Click on Processes  
 

  
 
 

This is your process overview landing page. 
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Step 5: Go to Assigned to pull-down selector and select Me at the top-right of the screen. This will help you view 

your assigned tasks only. 
 

 

 

Step 6: Click on the Process pull-down menu to select Multi-Year Planning located at the far top-right of your 

screen. 
 

 
 

Step 7: Click on Healthcare Revenue Rolling Forecast FY23 & Projections under Tasks in Progress. 
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Note 1: Do NOT add sensitive or confidential information to the notes section located on the Process windowpane 

to your left of the screen. Any notes you create can be seen by everyone who is a contributor. 

 

 
 

You can click on the orange arrow on the Process windowpane to minimize the windowpane. 

 
 

Step 8: Make sure you check on the Versions pull-down selector on the top right of the screen FY23-26 Rolling 

Forecast & Projections is selected. If it’s not, click the pull-down and under the Rolling Forecast folder select 

FY23-26 Rolling Forecast & Projection.  

 

 

Note: To view all sheets available please make sure you are selecting the top rollup Levels you have been 

assigned. Check the Levels pull-down selector located below the toolbar. If you pull down to a sub-level, you will 

only see the reports that pertain to that level. 
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Step 9: Select 1100 – Current Unrestricted from the pull-down selector Fund (Dim). Select the desired patient 

care center from the Levels pull-down selector to work on the rolling forecast and projection sheet. 

 
 

Step 10: Select your time range and periods you wish to display by clicking on the filter icon.  

 
 

 
Step 11: Please unclick the Month and Quarter box and only select the time frame you want to see.  
 

 
 

Note: If you want to only view accounts that have activity in them the years selected, select the box below to 

titled Suppress rows if all zeros or blank. This is right above the OK icon. 
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Step 12: Input rolling forecast for forward looking months in the white cells. This is for each month per account 

being forecasted. If you have already done so, you can also make adjustments given it is a rolling forecast.   

 Click the  icon to save and calculate totals. 

 

 
Note: The numbers in green are actuals, and the numbers in black are forecasted. 

This example already has projections, to adjust simply click on the cell and change the value. 
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Step 1: On the toolbar, click Display Options. 

 

 
 

Step 2: Select your time range and periods you wish to display.  It helps to see previous years totals, and unclick 

the month and quarter displaying only yearly totals. You might also want to Suppress rows if all zeros or blank. 

Click Okay and click the  icon to save your changes. 
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Step 3: Input your projections for forward looking years in the blue cells for each month per account being 

planned. Click the  icon to save and calculate. 

 
Note: Rolling forecasts, as a report, more accurately supports the development of a well-planned upcoming fiscal 

years projections by forecasting future revenue. Some advantages of rolling forecasts include: 

• Accuracy in predicting upcoming annual budgetary needs by providing a forecast (bridge) of current FY. 

• Driver-based functionality to integrate goal driven information. 

• Flexibility to adjust to industry and organizational changes. 

• Automation and ease-of-use. 

• Decision-making tool (what-if scenarios and goal seeking planning). 

Furthermore, Workday allows you to view quantitative data (historical actuals in green text) to better synchronize 

with qualitative information on anticipated financial activity. As we move forward, you will have the ability to 

compare the rolling forecast version against actual results. 

Tip: Right-click on a specific cell and select Add Note to leave a note. Click OK and Save. Please note these 

comments will NOT roll up to the parent levels but will be helpful when attention is needed. 
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Please add your assumptions to Sheet Notes icon located below your initials on the top right of your screen. We 

will be able to see them at the top level for your findings. 

 

 
 



``` 
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Step 1: Once you have saved and completed your task, you may go back to the Processes landing page. You can do 

this by following one of the two options below: 

• Option 1 – Click on the Healthcare Revenue Rolling Forecast title on the Process windowpane to the left. 

 
 

• Option 2 – Click on Workday W > Processes > Overview. 
 



``` 
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Step 2: To mark complete for your task, go to Tasks in Progress located in the middle of the page, and look for the 

task you just completed. Click on the green Incomplete button below your initials. 

 

 

That will change the status to Complete. 

 

Once the FP&A team begins reviewing the tasks, you will need to notify the team if you need to make any 

additional changes to your forecasting or projections. 


