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Hyperion Overview

Overview

Hyperion is a centralized, Excel and Web-based planning, budgeting and forecasting solution
that integrates financial and operational fiscal processes and improves business predictability.
Support Units and Responsibility Centers enter budget data through web forms using a web
browser. Current year budget and two years of actual data are provided to facilitate the
budgeting process. Support Units and Responsibility Centers can also choose to open these
same forms in Smart View which is integrated into Excel to input and submit the budget through
Excel or use the Smart View Ad Hoc functionality.

Internet Option Setting
Before you login to Hyperion, you need to change some Internet Option settings to smooth the

access of Hyperion applications through the browser. IE 8 or 9 is the recommended browser.
Internet Explorer 10 will not work.

Pop-up Blocker
1. Goto Tools>Pop-up Blocker>Turn Off Pop-up Blocker:

iEi Help

Delete browsing history... Ctrl+Shift+ Del Parents, Visitors & Fans 2]

InPrivate Browsing Ctrl+Shift+P
Tracking Protection...

ActiveX Filtering

- Diagnose connection problems... Search UF Web
Reopen last browsing session

Add site to Start menu

View downloads Ctrl+]

Il Pop-up Blocker

Turn off Pop-up Blocker

Smartscreen Filter 4

I Manage add-ons

Pop-up Blocker settings

Compatibility View

Compatibility View settings

i
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Change the custom level of Trusted Sites
2. Goto Tools>Internet Options.

iEi Help

Delete browsing history... Ctrl+Shift+Del

InPrivate Erowsing Ctrl+5Shift+P
Tracking Protection...

ActiveX Filtering

Diagnose connection problems...

Reopen last browsing session

Add site to Start menu

View downloads Ctrl+1
Pop-up Blocker 3
Smartscreen Filter »

Manage add-ons
Compatibility View
Compatibility View settings
Subscribe to this feed...

Feed discovery 2

Windows Update
F12 developer tocls

OneMote Linked Motes
Lync add-on
Send to OneMote

Internet options

Hyperion Budgeting 3




3. Goto Security>Trusted Sites>Custom level.

= —
e o _AE )
|

| General| Security | Privacy | Content | Frograms | Aduan::ed|

Select a zone to view or change security settings.

)' Internet Local intranet| Q=== | Restricted

// / sites

A, Trustedsites
} This zone contains websites that you

trust not to damage your computer or

your files,
You have websites in this zone,

Security level for this zone

Custom

Custom settings.
-To change the settings, didk Custom level,
- To use the recommended settings, dick Default level.

[|Enable Protected Mode (requires restarting Internet Explorer)
[ Custom level.. [ﬂ [ Default level ]

[ Reset all zones to default level ]

I @ Some settings are managed by your system administrator,

l Ok I [ Cancel Apply

IMPORTANT
You need to repeat these steps for both Internet and Local intranet zones.

Hyperion Budgeting 4




The Security Settings — Trusted Sites Zone window will popup.

4. Scroll down to the Miscellaneous section.

Security Settings - Trusted Sites Zone — _— | R J

Settings I
@ NET Framewaork -
ﬁ Loose XAML D
() Disable
Enable
() Prompt
ﬁ ¥AML browser applications
() Disable
Eniable
) Prompt
ﬁ ¥PS documents
() Disable
Enable
) Prompt
& NET Framewark-reliant components

& Permissions for components with manifests
1 Mieahla —

14| 1] | 3
*Takes effect after you restart Internet Explorer

5. In the Miscellaneous section, enable Allow script-initiated windows without size or
position constraints.

-
Security Settings - Trusted Sites m u

Settings I

i -
L. Miscellaneous
| Access data sources across domains

Disable
() Enable
) Prompt
] Allow META REFRESH
7)) Disable D
Enable
|| || Allow scripting of Microsoft web browser control

Disable

i |

e
|| Allow script-initiated windows without size or position constrz
() Disable

i mwshnanae tnoiea ractrictad nrntaenle far artive Fontan

Ll o t .

*Takes effect after you restart Internet Explorer

Hyperion Budgeting 5




6. Continue scrolling down to the bottom, disable Enable XSS Filter.

Security Settings - Trusted Sites Zone — u
e -

Settings

(7 Disable -

=] Enable XS5 filter
Disable
() Enable I}
Scripting of Java applets
(7 Disable
Enable
| () Prompt §
H‘; User Authentication
% Logon i
i) Anonymous logon
i@ Automatic logon only in Intranet zone
Automatic logon with current user name and password
i) Prompt for user name and password

K™

< | 1 | 3
*Takes effect after you restart Internet Explarer

Reset custom settings
Reset 0 (Megium (default) »| [ Reset.. |

7. Click OK.

|| Allow scripting of Microsoft web browser control
Disable
() Enable
|| Allow script-initiated windows without size or position constra
() Disable
Enable

1 Allmis s hnaonoco +mica ractrictad aratnenle far arbua Fanban

4 ' m | r
*Takes effect after you restart Internet Explorer

Reset custom settings

Resetto: [ Megium (default) v [ Reset.. |

Hyperion Budgeting 6




8. If a warning message displays, click Yes.

=
Warning! L 4 u

|® Are you sure you want to change the settings for this zone?

Yes | [ Mo

9. Click OK again.

IMPORTANT
Remember, you need to repeat these steps for both Internet and Local intranet zones.

10. Close and re-open your browser.

Logging In

The Hyperion budget submission application is incorporated to myUFL portal. After logging into
myUFL, navigate to Budgeting > UF Hyperion Budgeting.

myuf]

lnglu I&l!‘au

up Page ) My Account
Personale

L) My Self Service
1 My Campus Inances

instructics ) Calendars

o Duectiy 3 Help

[ Local Interest

L Quick Links

L) Search

BUtUNGCC ) access Request System

« Coooed! [ Accounts Payable
Mae .l Actounts Receivable

Vam Al Ag ) Alocations

1 Asset Management

) Benefis

Logal Newy—r—File

ey : L1 UF Budget Preparation ’

BEEE

s Hsinugls

I

AL

.o » 9 v o v w9 w.v v v v wilh

Hyperion Budgeting 7




Hyperion opens with the HomePage displayed by default.

ORACLE’ Enterprise Performance I g System Worksp Fusion Edition Logged in as shericplarner | Help | Log off ©

Navigate  File Favorites Tools Help

A K w v

_—
Search _ ©® advanced

[Shared Workspace Pages/HomePage

\ /)=
Recently Opened } | Quick Links
[ l ly Ope o @
& UBO_PSFB Favorites
(7 Reports Applications
& FY14PSPB
- Planning
=% Open...
J FY14PSPB
J UBO_PSPB

I ﬂ | Workspace Pages

Shared Workspace Pages

NOTE:
You may choose to display either the HomePage or the UBO_PSPB Application as the opening
page by changing this setting in Hyperion User Preferences.

NOTE:

Also note that previous fiscal year data will appear on the HomePage. For example, above you
can see FY14PSPB. As the years pass, you will see FY15PSPB, FY16PSPB, etc. These
applications are the view only data that was entered for that fiscal years submissions.

Hyperion Budgeting 8




Setting Hyperion User Preferences

Let’s look at how to setup user preferences before we begin using the application to prep and
submit UF budgets. Setting user preferences allows you to define the default content that will
display when you login to Hyperion (optional). It also allows you to define formatting, page
options and additional options (mandatory).

Changing Default Opening Page (This is an optional setting change)
1. From the Hyperion application window, go to File > Preferences.

Hew

Open

Homel Save As

8 Cloge e

I Preferences... I

Log OFf
Ext e | Quick Links
JF BO_FES Favorites
7 Reports
A P Applications
£ 0pen Planning

2. If not already selected, select the General option in the list of options on the left side of
the screen. This will allow you to select how the default content will display when you
login to Hyperion.

3. Click the Application drop down icon and select UBO_PSPB from the Planning list.

4. Click OK.

Hyperion Budgeting 9




Default Startup Options

Content:
Application

[4
L7
T
(]
m
=]
5]

Application;
& UBO_s5U

/08 UBGC_PSPE /

Prompt to Save Unsaved Files

[4

Show Path For Documents

Your e-mail address:
wangj@ufl.edu

SCR Production Reparting
Accessibility Mode

[] Enable Screen Reader Support
Financial Reporting

Select Theme:
1 ;; Marmal 1=
Web Analysis
Planning
Help oK Cance|

Hyperion Budgeting 10




Changing Hyperion Display Settings
To change the display settings, you must first open the UBO_PSPB application. The display
options must be established prior to using the Hyperion application for requesting UF budgets.

1. Open UBO_PSPB from the Quick Links section of the Home Page. (If you've already
changed the preferences to display UBO_PSPB immediately upon login, you would skip

this step).
o Y |
[rared Workspaoe Pages MomePage

oo | Recenitly Chpened ), Quick Lirks

P Favcndes

7 Reports

J- R Appheations

_‘_..W Planmssy

| FY1F5°8
e

NOTE:
If you have previously opened the UBO_PSPB application, you can open it again from the
Recently Opened section on the HomePage, if displayed.

2. Choose File > Preferences from the Menu bar.

OIRACLE Enterprise Performa

Mawvigate Fie Edit View

#“# B Hew
Open

Favorites

BEWGEE P Openin Smart View

Llose ]
+] [ch H Save

=i Print

I Preferences... |, I

Log Off by
Exit

3. From the Preferences window, select the Planning option in the list of options on the left
side of the screen.

4. Select the Display Options tab at the top of the screen.

Hyperion Budgeting 11




Preferences

General
]
W]
Authentication
Explore

SQR Production Reporting

"B

Financial Reporting

Web Anal\,rs_is

Application Settings

Display Options

Printing Cptions

User Variables

Planning

Help

Number Formatting

Thousands Separator;

Decimal Separator:

Megative Sign:

Megative Color:

Page Options

Remember selected page members:

Allow Search When Mumber of Pages Exceeds:
Indentation of Members on Page:

Other Options

Remember mast recent page visited:

Show consolidation operators:

‘Warn if data form larger than cells specifisd:

Shows the specified members on each Dimensions Page.:

Show the specified records on each Assign Access Page.:

I Theme:
Texk Size:

Crake Format:

5. Select your desired options.

Indent based on hierarchy ®:|

Use Application Default ]

Use Application Default [~
Yes
20 0o

Use Application Default [
Yes
Data Form Setting « D
e
14 0
25 ]
Morrnal -
Marmal -
automatically Detect =[]

You are welcome to customize your desired Display Options settings as you see fit. Some
suggested default settings include:

Number Formatting

Page Options

Other Options

Hyperion Budgeting

Thousands Separator — choose Comma
Decimal Separator — choose Dot
Negative Sign — choose Prefixed Minus
Negative Color — choose Red

12

Indentation of Members on Page — choose Indent based on hierarchy
This option dictates the look and feel of data categories on web forms.

Warn if data form larger than cells specified — enter 50,000.

This option will give you a warning message if the number of cells in the web form
reaches the limit. Raising this value to a fairly high number ensures lower limit
breaches.




Changing Hyperion User Variable Settings

e Scenario: Budget
e Version: Working
e Year: FY15

As part of the Hyperion preference setup, you will indicate three User Variable settings These
settings will not need to be changed again until the next fiscal year cycle.

Verson  Current Stage

AUPenticat Yoo Currert Yeur of Vew s

Weorkng®

G User Variable Name focted Homd
ﬂ Scenaro Currert Scenaro Budget .

‘v
..

6. Click OK.

You are now ready to navigate through the application.

Hyperion Budgeting 13




Workspace

Hyperion Navigation

Meny, Bar
ORACLE" Enterprise 'ormance Management System Workspace, Fusion Edition

Mavigate  File  Edi View Favorites Tools Help

Tool Bar Content Area

Logged in as shericplanner | *elp | Log OFf o

A B & % Bqgo
Open -
Application search [V AN © ::=nc=
UBO_PSPE
Data Form Description Instructions
#I 7 Human Capital Planning Budaet Worksheet

i All Funds Budget Budaget Wcrkshegt - Level 0 Accounts Only. View

- . HCP Push Validation

I Support Units —
View Pane

[ Budget Worksheet
[ Budget Worksheet - Level 0 Accoun
[ HCP Push Validation

Toolbar Icons

Save Save the input data
Refresh Refresh the form
Print Print the current screen
Adjust the selected cell value by a percentage or by a
Adjust value
Grid Spread Spread value

Hyperion Budgeting
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Mass Allocate

Run a mass allocation

Comment

Add or edit comment to the selected cell.

Lock/Unlock
Cells

Lock or unlock cells when spreading data.

Supporting

Detail Add or edit supporting details to selected cell.
Add/Edit

Document Add or edit attached documents for the selected cell.
Open

Document Open the attached document for the selected cell.

Instructions

Show the instruction details for the open data form.

[ [ [ ] ol =

Open in Smart
View

Open data from in Smart View. (This button does not work

and will not be used.)

Some tools can be accessed by right-clicking on the desired area of the form and displaying the

shortcut menu.

Hyperion Budgeting

Seed Final Version... »
Edit 3
Adjust 4
Insert Comment
Supporting Detail
AddEdit Document
Lock/Unlock Cells
Analyze

Mew Ad Hoc Grid

15




Hyperion Processes

There are two specific and individual processes you will complete using Hyperion to
successfully submit your budget each fiscal year. Those processes include multiple procedural

steps and are titled:

e Budget Preparation
e Budget Submission

*Using Basic View
Budget *Manage and

AEEERNIE calculate position

and employee data

View Modes

All Funds View
Budget *Distributeand

*Using Advanced U F
Budget
Office

submit budgets

You will use Hyperion to prepare your budget by managing and calculating position and
employee data first, and then to submit your budgets to the University Budget Office. You will
use two separate Views within the Hyperion application to do this.

View Mode Purpose
1. Basic To manage and calculate position and employee data, including salary
2. Advanced To submit your All Funds Budget to the University Budget Office

To Change View Modes:

1. Choose View from Menu bar.

2. Choose either Basic or Advanced as needed.

File Edit View Favorites Tools Help

ORACLE" Enterprise Performance Management Sys

Navigate Fie [Edit Miew Favorites Tools Help

HomePage UBO

File Edit View Favorites Tools Help
ORACLE’ Enterprise Performance Management Sys

Navigate Fie [Edit Miew Favorites Toole Help
Advanced Mode k

= Edit Account Annotations
oo

Hyperion Budgeting

dit Account Annotations
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Budget Preparation

NOTE: Choose File > Basic from Menu bar if needed.

The annual Budget Submission process includes completing relevant procedures within both
Budget Preparation and Budget Submission before submitting to the University Budget Office

(UBO).

In this section, we will cover the available procedures in Budget Preparation in the order the

University Budget Office recommends as best practice.

Required Budget Preparation

procedures should be completed first, prior to completing Budget Request Submission

procedures.

There are a total of 15 budget prep procedures displayed in the image below from which you

may choose to successfully prepare your budget.

12. Add overtime pay or

Budget addt’l earnings

Preparation 11. Promote a position, including Fringe

10. Change FTE
9. Remove an assignment
8. Employee status change

7. Assign a To-Be-Hired Employee

6. Assign an existing employee

5. Calculate & Allocate Compensation Budgets per Edit

4. Delete a distribution

3. Add an additional distribution to a current
employee

2. Update current employee’s
distributions & data

1. Run Distribution
Report

4. Control Amount Used

Hyperion Budgeting 17

13. Add a vacant position

14. Calculate & Allocate Compen-
sation Budgets per Entity

15. Confirm calculations are correct

1. HCP Push Validation

2. Budget Worksheet

3. Budget Worksheet-Level 0
accounts only

All Funds
Budget




Manage Position and Employee Data Forms

Maintain position data
This form should only be used to make changes to positions. Updating employee distributions
and data is performed within a different form.

Maintain filled positions
This form should only be used to make changes to existing and to-be-hired employees. This is
where you would make any changes to distributions, salary, benefits, etc.

Maintain employees by position

Maintain employees by position was originally designed to display positions and employees
together in one form, but due to the level of complexity and resulting confusion, the UBO does
not recommend using this form.

Fill to-be-hired vacancies

Fill to-be-hired vacancies can be used to display all to-be-hired positions for one entity and
serves as a convenient location to see all of your to-be-hired positions. Use of this form for its
original intended purpose will not be covered in this course. This functionality does not currently
work correctly as Hyperion is currently being used at UF.

= % Budget Preparation
Ei| Review employee information
EL Mass adjust compensation and fringe
= [% Manage position and employee data

£ Maintain position data
[_ﬂl| Maintain filled positions
[_ﬂl| Maintain employees by position
[‘:1| Fill to-be-hired vacancies
+ [%Calculaﬁnns
az [% Review entity compensation budgets
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Running Hyperion Reports

Please keep in mind that the reports will not be updated until after the push has occurred in
Hyperion. The push runs every two hours starting at 7am and ending at 7pm Monday thru
Friday. On Saturday and Sunday the push will run every two hours starting at 11am and ending
at 7pm.

We have found that the push typically takes 1 hr to run. We recommend you run the reports an
hour after the push times (8am, 10am, et al.) to see any changes that were made before the
push occurred.

Navigation to all reports
1. Log into myUFL and navigate through Main Menu > Enterprise Reporting > Access

Reporting.
myuf] fa

Main Menu

Top Page
'orsonatze

=1 My Account
1 My Self Service ’
1 My Campus Finances ’
Noamcles J myinvestiGator ’
View Al Ay = Calendars 4
) Help
m J Local Interest
YHC Atlangic 1 Quick Links b o 04 Nov 2013 17:45:57 GMIT
— 1 Search ’
= -
— ) Access Request System »
- Accounts Payable ’
e .“#”.i_".: L1 Accounts Receivable ’
L Allocations
«l Asset Management
D < eang
Pusting Cor —! Commitment Control
. Connegt = Compensation 4
) Customer Contracts ’
1 Customers ’
—_— ’

I Enterprise Reporting I
- Access Reporting
L GatorbLink Account Mas e Boross.

L R
More

Viaw A3
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2. Select Budget > UF Budgeting.
Once inside you will choose the report you want to run from the list provided.

uf] Enterprise Reporting

@| Public Folders My Folders

Public Folders > Financial Information

E1 [named

il [: Annual Financial Reports

Budget

]
L

DSO

Expense and Travel

Contains reports for Expense Reimbursements and Tr
Financial Information Tool

Purchasing

Reference
Reference queries related to various topics, code val
queries,

Subsidiary Detail Reports

O OO0 080
O D00 DO

uﬂ Enterprise Reporting

I:lﬁ Public Folders My Folders

Public Folders > Financial Information > Budget

| | name &

Budget Central
Contains Budget content for Budget Director(s) and delegates as authorized by the UF Budget Off

Budget Preparation
Contains Budget Preparation content for college and department budget preparer and reviewers.

04
GEa
M  Delivered Salary Status Detail Cost Projection
Provides bi-weekly pre-run reports that provide future cost of payroll for the remaining portion of
UF, the employer.
[  Payroll Cost Distribution Analysis
PRCD Cubes. Copy of contents also located at Public Folders > Human Resources Information = P,
£ RCM
=
04

ibilit, oo n Fueta TAY

oOIE o OooOo

UF Budageting
Contains Budget Preparation content from the Hyperion Application for college and department b
UF_FI_UNIVERSAL_INQUIRY user role.
i:_'-:i ACOVE Employee Job an repart by College and Department - Wit ubtotals
Prompts are for Colege and Department.
@ B Active Employee Job and FTE Repert by College and Department - Without Subtotals
Prompts are for College and Department.
[@] b FIE and Head Count by Callege
Head count and total FTE for specified employee categories within selected collegedevel units, Tot]
@ p FTE and Head Count by College and Department Detail
Head count and total FTE details for individuals assodated with specified employee categories witt
spreadsheet.
[@] b FTE and Head Count by Department
Head count and total FTE for specified employee categories within selected departmentevel units
totals for different combinations of departments as well as entire units. Opens as an Excel spreads

O O O0OOod
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Budgeted Lines + Benefits Report

The Budgeted Lines + Benefits Report gives you a list of where all employees are currently
budgeted and their benefits within Hyperion. This report can be run by the following additional
search criteria Employee, Entity (Home Department), Comp Entity (Earnings Department), and
Filled or Vacant. Please note Comp Fund (Earnings Fund), Comp Program (Earnings Fund),
Comp Dept Flex (Earnings Dept Flex) are available search criteria. We recommend that this be
the first step in the budgeting process so that you know how the people data was loaded into
Hyperion at the time of the shap shot.

1. Select Budgeted Lines + Benefits

uﬂ Enterprise Reporting

Iﬁ | Public Folders My Folders

Public Folders = Finandial Information = Budget > UF Budgeting

|I'1Iame$

E p  Additional Earnings + Benefits

E P Benefit Selection

E p Budgeted Lines + Benefits

ﬂ Prompt Page - Budget Reports

E P Support Unit Budget Reguest

OO0OOoE@ETO

SU Budget Request

2. Choose your required search criteria.

Budgeted Lines + Benefits

Year: *[Fr15 ~| AND Scenario: *|Su_Budget ~| AND Wersion: *|working Flat ~]

3. Choose your additional search criteria. In this example, we will use HR_6201 data.
After entering scroll to bottom of form or top of the form.
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Budgeted Lines + Benefits

T T R e PR T

OR

N

Insertlb
#Rem

searcnig

HR_8201

4. Click Finish and wait for the report to run.

| Cancel H < Back H Next = H Finish ‘
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5. Review your report.

CAVFILAN - e . i o e

a
- Home Insert Page Layout Formulas Data Review View Developer Smart View Acrobat
e B 5 [l connections | ¢ T = o mEm = B [
2 = 0 (o i Fi PR . =5 = =1 P -
From From From From Other Existing Refresh ﬁl Sort Filter 7, Textto Remove Data Consolidate What-If Group Ungroup Subtotal
Access Web Tet Sources- | Connections | AT = 0 Advanced || Columns Duplicates Validation = Anaysise | v
Get External Data Connections Sort & Filter Data Tools Outiine =
Al - £ \ my E
A & © o E 3 & H T g 3 L 3 N o P ® R B T [ =
ey U.ﬂ Budgeted Lines + Benefits
:
. B UFiD e seiice b seb T Job Codihion Godi Usion D Eiemmt e s s Gomp i oepe o ey Gradas - Budgaied 4
5 HR_G201 36352620 - Robertson,Sylvia UFID_3638262 P_ HUMAN RESOURCES REP - 000629 JC_00062"53 MlanagerialGonfidential - 3 Fringe_TEAMS_USPS_NowEre N $36,374.00 1 Mo Comp Gommitment Sourc Mo Gemp Gost Po 0_B2010100. 153-GRRNT-NO_S0I PRG_TT00 o Gomp Dept Flk 1t Allocation 100.00% 3
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NOTE: At this time each person has at least two rows of data. The one row of data is the
salary expense data line and the one row is the benefit data line.

NOTE: You do not have to run all of the below reports before you continue on with your
budgeting work this is just to show you how to run the additional reports that are available for
your use.

Additional Earnings + Benefits

The Additional Earnings + Benefits Report gives you a list of any employee where that
employee has had additional earnings and their benefits input into Hyperion. This report can be
run by the following additional search criteria Employee, Entity (Home Department), Comp
Entity (Earnings Department), and Filled or Vacant. Please note Comp Fund (Earnings Fund),
Comp Program (Earnings Fund), Comp Dept Flex

(Earnings Dept Flex) are available search criteria. ufl Enterprise Reporting

l"_tv Public Folders My Folders

1' SeIeCt Ad d Itl Onal Earn I ngs + Beneflts Public Folders > Finandal Information > Budget > UF Budgeting

lamols
FA »  Additional Earnings + Benefits
T ES7 Penentoerechon
FA b Budgeted Lines + Benefits
Prompt Page - Budget Reports
FA »  Support Unit Budget Request
5U Budget Request
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2. Choose your required search criteria.

Additional Eamings + Benefits

e TR TN e T ™ T

3. Choose your additional search criteria. In this example, we will use HR_6201 data.
After entering scroll to bottom of form or top of the form.

Additional Eamings + Benefits

T P R e P o

4. Click Finish and wait for the report to run.

< Back H Next > H Finish ‘
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5. Review your report.

Y ufl

HR_6201 31503010 - Fussell.Paula V UFID_31505010 P_00005132 | HUMAN RESOURCES: VICE PRES 7 - 00153¢ JC_001536 Out of Unit - 00 NBE_LSP

HR_6201 91509010 - Fussell.Paula V UFID_91503010 P_00005132 | HUMAN RESOURCES: VICE PRES 7 - 00153€ JC_001536 Out of Unit - 00 MNBE_LSP N/A
HR_6201 91509010 - FussellPaula V UFID_91502010 P_00005132 | HUMAN RESQURCES; VICE PRES 7 - 00153€ JC_001536 OQut of Unit - 00 Fringe_Non-Benefit_Earnings N/A
HR_6201 81508010 - Fussell.Paulz V UFID_91509010 P_00005132 | HUMAN RESOURCES: VICE PRES 7 - 00153¢ JC_001536 Out of Unit - 00 Fringe_Non-Benefit_Earnings N/A
HR_1401 76792124 - Eldayrie. Elias G UFID_76792124 P_00025501 | VICE PRES & CIO - 001686 JC_001686 Out of Unit - 00 NBE_LSP N/A
HR_1401 76792124 - Eldayrie, Elias G UFID_76792124 P_00025501 | VICE PRES & CIO - 001636 JC_001686 Qut of Unit - 00 Fringe_Non-Benefit_Earnings N/A
HR_3417 59837710 - Harris.Pearl A UFID_59837710 P_00022460 ' EDUC/TRAINING PROGS: CRD 2 - 001344 ||C_001344 Out of Unit - 00 NBE_LSP N/A
HR_3411 45331762 - PilegziRoberta  UFID_45331762 P_00011381  CHAIR & ASO PROF - 000480 |JC_000480 Hlth Sci Center Managerial - 2| Fringe_Non-Benefit_Earnings N/A
HR_3411 45331762 - PileggiRoberta | UFID_45331762 P_00011381 | CHAIR & ASO PROF - 000480 JC_000480 Hith 5¢i Center Managerial - 2 NBE_LSP /A
HR_3411 45331762 - PileggiRoberta  UFID_45331762 P_00011381  CHAIR & ASO PROF - 000480 JC_000480 Hlth Sci Center Managerial - 2| Fringe_MNon-Benefit_Earnings N/A
HR_3411 45331762 - PileggiRoberta  UFID_45331762 P_00011381  CHAIR & ASO PROF - 000430 JC_000420 Hith Sci Center Managerial - 2/ NBE_LSP MN/A
HR_3411 45331762 - PileggiRoberta | UFID_45331762 P_00011381 | CHAIR & ASO PROF - 000480 JC_000480 Hith 5ci Center Managerial - 2 NBE_LSP N/A
HR_3411 45331762 - PileggiRoberta  UFID_45331762 P_00011381  CHAIR & ASO PROF - 000480 JC_000480 Hlth Sci Center Managerial - 2| Fringe_Non-Benefit_Earnings N/A
HR_3411 45331762 - PileggiRoberta  UFID_45331762 P_00011381  CHAIR & ASO PROF - 000480 JC_000480 Hith Sci Center Managerial - 2/ NBE_LSP M/A
HR_5101 45135710 - Wilson.Kathleen £ UFID_45135710/ P_00006223 | EXECUTIVE AST 3 - 001130 JC_001130 Out of Unit - 00 Fringe_Non-Benefit_Earnings N/A
HR_3401 37418610 - Walker.Clay B UFID_37418610 P_00011033 | ASO DEAN & PROF - 000456 |JC_000456 Hlth Sci Center Eligible - 23D | Fringe_Non-Benefit_Earnings N/A
HR_3401 37418610 - Walker,Clay B UFID_37418610 P_00011039 | ASO DEAN & PROF - 000456 JC_00045€ Hith Sci Center Eligible - 23D | Fringe_Non-Benefit_Earnings N/A
HR_3401 37418610 - Walker.Clay B UFID_37418610 P_00011039 | ASO DEAN & PROF - 000456 JC_000456 Hith 5ci Center Eligible - 23D | Fringe_Non-Benefit_Earnings N/A
HR_3401 37418610 - Walker,Clay B UFID_37418610 P_00011033 | ASO DEAN & PROF - 000456 JC_000456 Hlth Sci Center Eligible - 23D | Fringe_Non-Benefit_Earnings N/A
HR_3401 37418610 - Walker,Clay B UFID_37418610 P_00011039 | ASO DEAN & PROF - 000456 JC_000456 Hith S¢i Center Eligible - 23D | NBE_LSP M/A
HR_3401 37418610 - Walker.Clay B UFID_37418610 P_00011039 | ASO DEAN & PROF - 000456 JC_000456 Hith Sci Center Eligible - 23D | NBE_LSP N/A
HR_3401 37418610 - Walker.Clay B UFID_37418610 P_00011033 | ASO DEAN & PROF - 000456 JC_000456 Hith 5¢i Center Eligible - 230 | NBE_LSP N/A
HR_270101 33629845 - GuzickDawd 5 UFID_33629843 P_00000S05 S VICE PRESIDENT & PROF - 001522 |C_001522 Hith 5ci Center Manageril - 2 NBE_LSP A
HR_270101 | 33689848 - Guzick.David 5 UFID_33639848 P_00000805 | SR VICE PRESIDENT & PROF - 001522 JC_001522 Hith 5ci Center Managerial - 2| Fringe_Non-Benefit_Earnings N/A
HR_270101 | 33699848 - Guzick.David 5 UFID_33639848 P_00000805 | SR VICE PRESIDENT & PROF - 001522 JC_001522 Hith Sci Center Managerial - 2/ NBE_LSP N/A
HR_270101 | 33699848 - Guzick.Dawvid § UFID_33699848 P_00000805 | SR VICE PRESIDENT & PROF - 001522 JC_001522 Hith Sci Center Managerial - 2| Fringe_Non-Benefit_Earnings N/A
HR_6101 17109476 - Reynolds,Curtis A' UFID_17108476 P_00005375 | FINANCE & ADMIN; VICE PRES 7 - 001144 |C_001144 Out of Unit - 00 Fringe_Non-Benefit_Earnings N/A
HR_6101 17109476 - Reynolds.Curtis A UFID_17109476 P_00005375 | FINANCE & ADMIN: VICE PRES 7 - 001144 |C_001144 Out of Unit - 00 NBE_LSP N/A
HR_2101 10535145 - Fajack,Matthew M UFID_10535145 P_00023981 | VICE PRES & CFO - 001603 JC_001603 Qut of Unit - 00 MNBE_LSP M/A
HR_2101 10535145 - Fajack. Matthew M UFID_10535145 P_00023981  VICE PRES & CFO - 001603 JC_001603 Out of Unit - 00 Fringe_Non-Benefit_Earnings N/A
HR_2101 10535145 - Fajack. Matthew M UFID_10535145 P_00023981 | VICE PRES & CFO - 001603 JC_001603 Cut of Unit - 00 Fringe_Non-Benefit_Earnings N/A
HR_0301 --- Vacancy P_00012839  Vice President & Ase Provest - 001719 JC_001719 Qut of Unit - 00 Fringe_Non-Benefit_Earnings N/A
HR_0301 - Vacancy P_00012839 | Vice President & Aso Provest - 001713 JC_001718 Out of Unit - 00 NBE_LSP N/A
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$10.650.17
$10.650.17
$10,650.17
510.650.17
$70.533.00
570,533.00
$1,000.00
$1.000.00
$10,00000
$10,000.00
$10.00000
$10,00000
$10,00000
510,000.00|
$10,00000
$10,00000
$20,208.00
520,20800
$12,00000
$12,00000
$12.00000
$12,00000
$12,00000
$12,000.00
$12.00000
$12,00000
$348,327.00
§348.327.00
§348.327.00
§348,327.00
59,626.00,
59,626.00
59,000.00
$9,000.00
$9.000.00
59.000.00
$17,009.55
§17.00855

Additional Earnings + Benefits
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Annual Salary Sprea Annual Rate 40-Hr FTE Comp Cost Pool

No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Pao
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
Mo Comp Cost Poo
No Comp Cost Poo
No Comp Cost Pao
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Pao
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
Mo Comp Cost Poo
No Comp Cost Poo
No Comp Cost Pao
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo
No Comp Cost Poo

Comp Commit Source  Comp Entity
No Comp Commitment Source D_62010000
Mo Comp Commitment Source D_§2010100
Mo Comp Commitment Sourcs D_§2010000
Mo Comp Commitment Source D_62010100
Mo Comp Commitment Source D_14010100
Mo Comp Commitment Sourcs D_14010100
Mo Comp Commitment Source D_34170100
No Comp Commitment Source D_34170100
Mo Comp Commitment Source D_34110103
No Comp Commitment Source D_34180100
No Comp Commitment Sourcq D_34110101
Mo Comp Commitment Sourcd D_34110101
Mo Comp Commitment Sourcs D_34180100
No Comp Commitment Source D_34010100
Mo Comp Commitment Source D_34010100
Mo Comp Commitment Sourci D_34110103
No Comp Commitment Source D_51010000
No Comp Commitment Source D_51010000
Mo Comp Commitment Source D_34010100
Mo Comp Commitment Sourcs D_34030100
No Comp Commitment Source D_34030100
Mo Comp Commitment Source D_34030100
Mo Comp Commitment Sourcq D_34030100
Mo Comp Commitment Source D_34030100
No Comp Commitment Source D_34030100
Mo Comp Commitment Source D_34010100
No Comp Commitment Source D_27010600
No Comp Commitment Source D_27010600
Mo Comp Commitment Source D_27010100
Mo Comp Commitment Sourcs D_27010100
No Comp Commitment Source D_61010000
Mo Comp Commitment Source D_§1010000
Mo Comp Commitment Source D_21010000
No Comp Commitment Source D_21010000
No Comp Commitment Source D_21010000
Mo Comp Commitment Source D_21010000
Mo Comp Commitment Sourcs D_03010000
No Comp Commitment Source D_03010000

Benefit Selection
The Benefit Selection Report gives you a list of all employees benefit selections that have been
input into Hyperion. This report can be run by the following additional search criteria Employee,
Entity (Home Department), Comp Entity (Earnings Department), and Filled or Vacant. Please

note Comp Fund (Earnings Fund), Comp Program (Earnings Fund), Comp Dept Flex (Earnings
Dept Flex) are available search criteria

Hyperion Budgeting

1. Select Benefit Selection

uﬂ Enterprise Reporting
@ Public Folders

Public Folders > Finandial Information > Budget > UF Budgeting

My Folders

|I\lame$

Additional Earnings + Benefits

Benefit Selection

Budgeted Lines + Benefits

Prompt Page - Budget Reparts

Support Unit Budget Request

OO0OooE

SU Budget Request

2. Choose your required search criteria.

25

Comp Fund
101-CRANT-NO_S(
159-CRANT-NO_S(
101-CRANT-NO_S(
153-CRANT-NO_S(
159-CRANT-NC_S(
159-CRANT-NO_S(
211-CRRNT-NG_S(
211-CRRNT-NO_S(
102-CRANT-NO_S(
171-CRRNT-HSC_F
171-CRANT-HSC_F
171-CRANT-HSC_F
171-CRANT-HSC_F
102-CRANT-NO_S(
102-CRANT-NO_S(
102-CRANT-NO_S(
101-CRANT-NO_S(
101-CRANT-NO_S(
102-CRANT-NO_S(
201-CRRNT-FEDER/
309-CRRNT-STATE
102-CRANT-NO_S(
102-CRANT-NO_S(
209-CRRNT-STATE
201-CRRNT-FEDER)
102-CRANT-NO_S(
171-CRRNT-OTHER,
171-CRANT-OTHER]
171-CRANT-HSCFC|
171-CRANT-HSCFC|
153-CRANT-NO_S(
159-CRANT-NO_S(
159-CRANT-NO_S(
101-CRANT-NO_S(
159-CRANT-NO_S(
101-CRANT-NO_S(
159-CRANT-NO_S(
153-CRANT-NO_S(




w

Choose your additional search criteria. In this example, we will use HR_6201 data.
After entering scroll to bottom of form or top of the form.

Benefit Selection

Yeau[Fis ]| ano Sconanior f[eudget =] An0 Version: *[Working Fat o] | Finsn
OR

4. Click Finish and wait for the report to run.

< Back H Next > H Finish ‘

5. Review your report.
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my uﬂ Benefit Selection

Element Group:

2
3| Enig UFID and Name CP EmplogediCP Positior Job Title Job Code Union LD Element Annual Salarg Sprea Annual Rate$0-+ir FTE_Comp Commit Source Comp Cost PooComp Entitt _ Comp Fund _ Comp Program Comp Dept Flex
4 |HR201 | 36382620 . Fabenson Syis UFID_56322620 P_U0020940 | HUMANFESOURCESFIEP-000628 | JC_000825 MianagrilConfidential- 39 Finge_TEANIS,USPS,_ lon Exen NI 43637400 1 No Comp Commiment Soure Ko Comp CostPo 0_S2010100 | 5-CRAT-NO_SOF PRG_7700 o Comp Dept e
5 |HR_6201 | 36282620 - Fiaberison Syia UFID_ 56352620 P_O0020940 | HUMANFESOURCESFEP-000623 | JC. 000625 ManagerialConfidental-33 | TUZN 2 Honths 33607400 1 No Comp Gommiment Sourc Ho Gomp Gost Fo 0_62010100 | 153CRANT-NO_SOF PRG_7700 | o Gamp Dept e
& |HR_B201 | S6372590 - Kong Chanrath UFID_S637259% |P_O024500 | FROGRAM AST - 000903 JC_o009tz Admiisuaie & Clrcal-31 | TUZH 2 Honths same0n 1 No Comp Commiment Sourc Ho Comp CostFo 0_82010001 | 10LCRRNT-NO_SOF PRS00 Ko Comp Dept Fie
7 [HR_G201 | S6372500 - Kong Chaneath UFID_0677250 P_OD024500 | PROGRAM AGT 00002 JC_O0080% Administy i & Dlrical-3 Finge_TEAME_USPE,_ Non-Erem Nk o208 1 No Cormp Commiment Saurc Ho Comp Cost P O_E200000 | 10-CRRNT-NO_SOF PRGN | o Comp Dipt Fle
& [HR_BZ0I | S42INTH - Parks Fobent 1 UFIDLS4214T3 | P_00020841 | HUMANFESQOURCES; DFECTORS - 001 JC_00IZ01 ManagerisCarfidentl 33 TAIZ 2 Honths $10350000 1 No Comp Commiment Sourc Ho Comp Cost o 0_82010100 | 153CRANT-NG_SOF PRG_7700 | o Comp Dept e
5 |HR201  SI2I4TO - Parks Pttt UFID_S4214113 | P_00020441 | HUMANRESOURCES, DRECTORS - 00 JC_001201 MinagerilConfidential- 39 Finge_TEANIS_USPS_ Erempt NI #10350000 1 No Comp Commiment Soure Ho Comp CostPo O_S200100 | 159.CRANT-NO_SOF PRG_T700 | Na Comp Dept Fle
10 [HRL6201 52044260 - Adkinson.danios UFID_ 52344238 P_00005470 | HUMANFESQURCESFIEP-000628  JC_ 00092 ManagsiilCanfidenial-33 | TUZN 2 Morths #m02204 1 No Comp Commiment Sours Ho Comp CostPo O_62060200 | (PLCRRNT HSGFCF PRGN o Comp DepsFle
T |HR_B201 | 92384260 - Adkinson.danics UFID_ 52344260 P_00005470 | HUMANFESOUFCESFER 000623 JC._ 00002 ManagerialConfidenial- 33 | TUZN 2 Honths 5022349 1 No Comp Commiment Sourc Ho Comp Cost P O_BZ00000 | (0-CYFWHNG_SOF PRO_GINN | N Comp Dipe Fle
o RS20 92044260 Adkinson,danice UFID_62044280 P_OD005478 | MUMANFESOURCESFER 000828 JC_0002% ManageriiConfidntial- 09 Fings_TEANE_USPE. Non e NIk w2208 1 No Cormp Commment Saurc Ho Comp Cost P O_E2080200 | {7LCRRNT-HSCFCF FRG_ENND o Comp D Fle
i3 |HA_G201 52044260 - Adkinson.tenioe UFID_52044260 P_00005475 | HUMANFESOUFGESFEP 000623 J_ 00002 MonagerialConfidenial 03 Filnge_TEANS_USPS_ Non Eren N ss022349 1 No Comp Gommiment Sourc Ho Gomp Gost Fo 0_62010001 | 10-GYFYINO_SOF PRG_SI00 | o Gamp Dept e
14 |HR_B201 08010 - FussellPauta v UFID_S1503010 | P_O0005102 | MUMANFIESOURCES; VICE FRES 7 - Finge_ TEAMS_USF'S_Ewempt | N, s26100000 1 No Comp Commiment Sourc Ho Comp CostFo 0_82010100 | 15%.CRANT-O_SOF FRG_7700 Ko Comp Dept Fie
5 [HRLS201 S8 - FussellPauda v UFID $150S010 | P_00tsia2 | HUMANFESOURCES, VICE FREST Fings_TEAMS_ USF'S_Evermpt | NIA 4102000 1 No Comp Commiment Sours Ho Comp CostPo O_62010000 | 0-CRRNTNG_SOF PRGN No Comp DepFle
6 |HR_6201 9109010 - FusssllPauta v UFID_S1503010 | P_00005132 | HUMANRESOURCES; VICE PRES7 - Tar 2 Months s24100000 1 No Comp Commiment Saurc Ho Comp Cost P O_B200000 | (0-CARNT-NO_SOF PRG_EI0 | hi Comp Dip Fle
17 |HR_E201 910010 - FussallPauta v UFID_S1803010 | P_00005132 | HUMANRESOURCES; VICE PRES 7 TaR 2 Honths 524100000 1 No Comp Commiment Soure Ho Comp CostPo O_S200100 | 153.CRANT-NO_SOF PRG_TF0 | N Comp Dept Fle
5 |HR_6201 | 34600175 - MoClendon Arthory | UFICL 03600175 | P_60007440 | HUMANRESOURCES; CFD 2 - 00290 Finge_TEAMS_ USF'S_Everpt | NiA 4450500 1 No Comp Gommiment Sourc Ho Gomp Sost Po 062010001 | 0-CRRNT NA_SOF FRG_6100 | No Gamp Dept Fle
9 |HR_B2D1 83800175 . MoClondon,Anthony | UFIDL 63800175 | F_00007441 | HUMANRESOURCES; CFD 2 001295 Taz 2 Honths 1450500 1 No Comp Commiment Sourc Ho Comp CostFo 0_82010001 | 10LCRRNT-N_SOF FRG_8I00 Ko Comp Dept Fie
20 |HRLG201 | 091974 - Bloom Dlassenbisete | UFID_S9191974 | P_U0026207 | ADMRISTRATIVE AST, SF-Q0081 | JC_ 00019 Admiisty i & Dlrical-31 TUZE 2 Months 4847000 1 No Comp Commiment Sourc Ho Comp CostPo O_62010001 | 0LCFRNT-NG_SOF PRG 6100 Ko Comp Dept Fle
21 |HR_6201 6919974 - Bloom Classendizette | UFIDL 6319174 | P_00026207 | ACMINISTRATIVE AST; SF-00061 | JC_ 000819 Adminisuatie & Clercal-31 | Finge_TEAMS_USPS_ Esernpt  NiA 5547000 1 No omp Gommiment Sourc Ho Somp Gost Fo 0_62010001 | 10-CRRNT NO_SOF | PRG_SI00 | o Gamp Dept e
2z |HR_E201 33080851 el Datra UFID_63950581 P_00007352 | HUMANRESOURCESFIEP-000625 | J_ 00082 MianagerialConsidential 38 | TU2H 2 Horths sa503769 1 No Comp Commiment Soure Ho Comp CostPo 0_S200001 | 10LCARNT-NG_SOF PRG_SI00 N Comp Dept Fle
7 |HRL6201  $4850451- Selles Debra UFID 69950951 | P_00067352 | HUMANFESQURCESIEP-000428  JC_ 000425 ManagsiiliCanfidenial- 39 Filnge_TEAMS_USPS_ NanEren NIk sa503nee 1 No Comp Commiment Sours Ho Comp CostPo O_6200000 | O-CRRNTNG_SOF PRGN o Comp DepFle
24 |HR_6201 | 67236183 darnson Maiba UFID_67256183 | P_00005253 | PRDGRAM AST - 000905 JC_00090 fdmiistyaise  Clercal-31 | Fiinge_TEANS_USPS_ Non-Esen Nk saa54400 1 No Comp Commiment Sourc Ho Comp Cost P O_B200000 | (0-CRRNT-N_SOF PRO_6I00 | hia Comp Dip Fle
25 |HR_G2D1 | 07296148  Jahnson Melba UFID_07200143 | P_OD005259 | PROGRAM AST 000003 JC_00000% Administ i & Dlrical-31 | TUZN 2 Months 2854400 1 No Comp Commiment Sourc Ho Comp CostPo O_62010001 | 10LCFRNT-NO_SOF PRG_EI00 | Ko Comp Dept Fle
25 | HR_62D1 67089604 - MercierErock A UFID_ 67033664 |P_000163062 | HUMANESOURCES; AS0 DIF 5 - 0120 JC_ 001202, Cut o Unt - 00 Finge_TEAMS_ USFS_Everpt | Ny s5260000 1 No Comp Gommiment Sourc Ho Gomp Gost Fo _62010100 | 153GRANT-NO_SOF PRG_7700 | o Gamp Dept e
27 |HR_B2D1 87099864 - Meroier ook & UFID_£7033654 P_00015382 | HUIMANESOURCES; AS0 DIR 5 - 00120 JC_ 001202 Out of Uit - 10 Taz 2 Honths sz2a0000 1 No Comp Commiment Sourc Ho Comp CostFo 0_82010100 | 15%.CRANT-O_SOF FRG_7700 Ko Comp Dept e
25 |HRLG201 98912048 -LespenAlia Mawgasl | UFIDLG6912048 | P_I0027671 | PROGRAM AST -000903 JC_D00905 dministr i & Clrcal-31 Fiinge_TEAME_USPE_ Non e NiA 28500 1 No Comp Commimet Sourc Ho Comp CostPo O_6200000 | 10-CRRNTNG_SOF PRG_EN0  No Comp DeptFle
29 |HA_G201 86912345 - Leepen Alia Magaret | UFIDL 06312345 | P_10027571 | PROGFAN] 45T -000303 JC_00090z Admiisatise & Clercal-31 | TUZN 2 Honths san54400 1 No Comp Commiment Sourc Ho Comp Cost P O_B200000 | (0-CRRNT-N_SOF PRO_6I00 | hia Comp Dip Fle
50 |HR_B2D1 86679800 - Cumy Milssa S UFID_66573300 P_000081) | HUMANRESOURCES, DRECTORS - 007 JC_00201 Ot of Urt - 10 Finge_TEAMS_USPS_Enarmpt | N, 141038 1 No Comp Commiment Soure Ho Comp CostPo 0_6200001 | 10LCRRNT-N_SOF PRG_SID | N Comp Dept Fle
31 |HAL6201 86679500 - CunyMelisza § UFID 66375908 P_0010611) | HUMANFESOURCES, DFECTORS - 00 JC_ 001201 Cu of Unit- 40 ThZ 2 Morths 14,4035 1 No Comp Commiment Sours Ho Comp CostPo O_6200000 | 0-CRRNTNG_SOF PRGN o Comp DepFle
| HR_B2D1 86579300 Cuny Mils=a s UFID_§6373308 PO008 1) | MUMANIFESOURCES; DIRECTOR - 00 JC_00I201 Ot of Unit - 60 Taz 2 Honths 110038 1 No Comp Commiment Sourc Ho Comp CostFo 0_82010001 | 155.CRANT-OTHER | FRG_7700 Ko Comp Dept Fie
[ HPLG201 06579900 - Cuny Melis=a & UFID_06879808 P_O00S) | HUMANFESOURCES, DIRECTORE - 00 JC_ 001201 Ot o Uit - 60 Finge_TEAMS_USFS_Everpt | N, 14038 1 No Cormp Commment Saurc Ho Comp Cost P O_E200000 | 156 CRENT-OTHER | FRG_7700 | o Comp Dt Fle
54 | HR_B2D1 | BU097530 - ease Amanda 5 UFID_6035T69% |P_00005454 | HUMANFESOURCES; CFD 3 001299 | JC_ 001259 Cut o Unit - 00 Finge_TEAMS. USF'S_Everpt_ I sse50065 1 No Comp Gommiment Sourc Ho Gomp Gost Fo _62010100 | 153GRFNT-NO_SOF PRG_7700 | o Gamp Dept e
35 |HR_E2D1 | B1397830 . Vesse Amands S UFID_6035759  P_00005484 | HUMANRESOURCES, CFD 3 - 001299 | JC_001299 Ot o Uit .10 Tar 2 Horths sses00cS 1 No Comp Commiment Soure Ho Comp CostPo O_S200100 | 159.CREMT-NO_SOF PRG_T700 N Comp Dept Fle
55 |HRL6201  BIO9STS1-FavlsJsneute Jean | UFIDLGH035751 P_0004326 | MUMANRESOURCES FIEF, SF- 000630 JC_ 000930 ManagerilConfidsnial- 39 Finge_TEAMS_USPS_ Evermpt NIA $1243500 1 No Comp Commiment Sours Ho Comp CostPo O_6200100 | 15%-CRANT-NG_SOF PRG_7700 | No Comp DepsFle
37 |HR_6201 | B0095751- Faulsdsnece desn | UFIDL 60035751 P_000386 | HUMANFESOURCES FEF SF- 000830 | JC_00063( ManagilConfidsnil- 39 TUZE 2 Honths 4243500 1 No Comp Commiment Sourc Ho Comp Cost o 0_82010100 | 153CRFNT-NO_SOF PRG_7700 | o Comp Dept e
3 | HR_G201 79787570 - Mozn Counnay UFID_79747570 P_O000S#51 | MUMANFESOURCES, CFD 2- 001299 JC_ 001298, Ot o Uit - 00 Finge_TEAMS_USPS_Evermpt | N, ssapa27s 1 No Comp Cammtment Saurc Ho Camp CostPe O_52020000 | W-.CRENT-NO_SOF FRG_E00) e Comp DipeFle
33 |HA_6201 75747570 - Mocn Counnen UFIDLTSATS 0 P_O0005461 | HUMANFESOURCES; CFD 2- 001298 | JC_ 001258 Cut o Unit - 00 TaR 2 Honths sva62275 1 No Comp Gommiment Sourc Ho Gomp Gost Fo 0_62030000 | #-GRFNT-NO_SOF PRG_80N) | o Gamp Dept e
40| HR_6201 75787570 - Mocn Counney UFID_73747570 P_O00058$1 | MUMANFESOURCES; CFD 2- 001298 | JC_00I288, Ot o Unit - 60 Taz 2 Honths ssag3a7s 1 No Comp Commiment Sourc Ho Comp CostFo 0_82010001 | 10LCRRNT-UO_SOF FRG_SI00 Ko Comp Dept Fie
41 |HPLG201 79287570 - Moan Cotney UFID_79747570 P_OD00G4$1 | MUMANFESOURCES, CFD 2 001292 JC_ 001298 Ot o Uit - 60 Finge_TEAMS_USFS_Everpt | N, ssap2275 1 No Cormp Commbment Saurc Ho Comp Cost P O_E200000 | 10-CRRNT-NO_SOF FRG_ENND | o Comp D Fle
42 |HA_6201 | 73408570 - Howeron Jacaueline L UFIDL 73406570  P_00023755 | HUMANFESOURCES; CAD 2 - 001299 J_ 001238 Ot of Uit - 10 Tar 2 Honths s 1 No Comp Commiment Saurc Ho Comp Cost P O_2500401 | I7-CRRNT-HSCFCP| PRG_$600 o Comp Dip Fle
45 |HR_E2D1 | 75408570  Howenon Jacqueline L UFIDL 406570 P_00023753 | HUMANRESOURCES, CFD 2. 001299 | JC_001298, Ot of Urit-10 Finge_TEAMS_USPS_Enarmpt | N, 45735 1 No Comp Commiment Soure Ho Comp CostPo O_28010401 | 1FLCARNT-HSCFCP PRG_AG00 | Mo Comp Dept Fle
44| HRL6201 | 78198653  HomJennfer Kimberiey | UFID_ 73139633 |P_00026100 | HUMANFESQURCES, CAD 2- 001299 JC_ 001259 Ot of Uik 40 TAZ 2 Morths 4200000 1 No Comp Commiment Sours Ho Comp CostPo O_6200100 | 15%-CRANT-NG_SOF PRG_7700 | o Comp DepFle
45| HR_B2D1 | 75198683 - Hom Jennfer Kimberiey | UFICL 73133633 | F_U0025100 | HUMAMRESOURCES; CAD 2. 001298 JC_ 001238 Ot of Uit .10 Finge_TEAMS_USF'S_Ewerpt | N, s4200000 1 No Comp Commiment Sourc Ho Comp CostFo 0_82010100 | 15%.CRANT-NO_SOF FRG_7700 | Ko Comp Dept Fle
45 |HR_G201 | 74057540 - Cook Pt 10179057540 P_O000274 | HUMAN RESOURCES REP -000623 | JC_000825 ManagerafConfidental -39 Fings_TEAMS_ USPS_Non Even NIA, saspang 1 No Cormp Commiment Saurc Ho Comp Cost P O_E200000 | (0-CRRNT-NO_SOF FRG_EIN) | o Comp Dept Fle
47 |HR_B201 | 75057540 - Gaok Patiia A UFIDL7a057548 P_00005074 | HUMANFESOUFGESFEP 000623 U, 00002 MonagerialGonfidential33 | TUZN 2 Honths sane1038 1 No Comp Gommiment Sourc Ho Gomp Gost Fo 0_62010001 | 10-CARNT NO_SOF PRG_SI00 | o Gamp Dept e
45| HR_B2D1 78775000 - willams Kergarl UFID_73775050 P_U0005108 | HUMANESOURCES REF SF- 000330 | JC_D0083¢ ManagrialConfidental 33 TUZE 2 Honths saagsaan 1 No Comp Commiment Sourc Ho Comp CostFo O_S2010100 | 15%.CRANT-NG_SOF FRG_T700 Ko Comp Dept Fie
o5 RS20 74775050 - illams Kennall UFID_ 74775058 | P_00009105 | HUMANRESQURCES FER SR 000330 | JC_ 00003 ManagsiiliCanfidenial- 39 Filnge_TEAMS_USPS_ Evemps  NiA saa53240 1 No Comp Commiment Sourc Ho Comp CostPo O_6200100 | f5%-CRANT-NG_SOF PRG_7700 | o Comp DeptFle
50 |HR_6201 74050340 - Malphurs danet M1 UFID_Ta380548 P_nogorsis Ta 2 Honths 38304530 1 No Comp Commiment Saurc Ho Comp Cost P O_B200000 | (0-CRRNT-NG_SOF PRG_I0 | hia Comp Dip Fle
51 |HR_E2D1 75350840 . Mlphurs, Jsnet b1 UFID_Ta360540 P_noooTsis Finge_TEAMS_USP'S_Euermpt |1 2304530 1 No Comp Commiment Soure Ho Comp CostPo 0_6200001 | 10LCRRNT-N_SOF PRG_SI00 Mo Comp Depe Fle
52 |HR_B201 | 77175090 - MtchellEnoraJ UFIDLTTIT6030 | P_00006853 | ACADEMIC SUPP YCS; AST IR 4-001 JC_ 001366 Cut o Unit - 60 Finge_TEAMS. USF'S._Erermpt | Ay sa621003 1 No Comp Gommiment Sourc Ho Somp Gost Fo 0_62010001 | 10-CRRNT NO_SOF | PRG_SI00 | o Gamp Dept e
53 |HR_B201 | 77176080  MtchellElnora ) UFID_TT176030 | P_00003553 | ACADEMIC SUF SYCS; AST DIR 4001 JC_001368, Out o Uit - 10 Taz 2 Honths seB21003 1 No Comp Commiment Sourc Ho Comp CostFo 0_82010001 | 10LCRRNT-NO_SOF FRG_8100 Ko Comp Dept e
W < » » | Report Page_1 < %J T

Update Current Employees’ Distributions & Data

NOTE: This procedure was formerly known as “Adjusting a Distribution”.

NOTE: Depending on your department size, you may get a large data warning. Simply click
Yes.

UBO_PSPB - ge Position = v i - Filled *

UBO_PSPB

= m Budget Preparation
ElRewe v employee inform...
D Mass adjust compensatio. ..
_ E}Manage position and emp...
[Z4 Maintain position data ves | | Mo |
E] Maintain filed positions
—

The data form Manage Position-Employee Assignments - Filled is very large and could take considerable time to load. Do you wish to continue?

This procedure is used to make changes to particular parameters of an employee’s distribution,
such as changing an employee’s Entity.
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1. From the Maintain filled positions form, choose your desired Entity from the Entity
drop down field.

LEC_PSPB

- [ Budget Preparation
EIR!“E“' employee inform... 4‘m1mt5mwimﬁ.ﬂ9=t
%Mass adju.lst_c.u'rmsam... 1302 Art - luGo.]
- %&I e ok md:: — e
1201 Grad School Office of the Dean
1202 Gead Minority Programs
[ Maintain employees b... 1301 Fine Arts Office of the Dean
[ Fil to-be-hired vacan... g;. Art
L %Cduiam 1304 Theatre
+1 [Bp Review entity compensat... 1305 Digital Worlds Institute Office
1350 Philips Center for the Performing Arts Office
1601 CLAS OFffice of the Dean
1602 African-Asian Lang/Lit
Q0

2. Right-click on the name of the employee for which you wish to change the distribution
and select Edit Employee Details.

ASO DIR 5 - Q0120
P_000218%4 |Mitchell Ronda Clemons-4 HUMAMN RESCHURD

P o e T X e Pa 1

Caloulste Compensation Expense
P_00022854 Allocate Compensation Budget to GL Accounts

P_B0022570 Delete Employes Assignment

P_O0023502

Assign Employes 3
Edit Employes Details
Changs Status

Size-to-Fit
P_00024500 ||~ ey

P_DD023T58

Sort 4
P_00024581 Anzhyzs

New Ad Hoc Grid
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3. Click the Distributions tab.
NOTE: You may have to scroll to the right to view the Distributions tab.

@ Current Year of View: FY15 |
=l Employee Details
Gﬂﬂﬂ\ Position Details \{ FTE \{ Status Changes \{ Salary \{ Additional Earnings \{ Fringes \{ Distributions

Annual Defaultl
Employee Number Employee Name Hire Date EmTployee Salary FT/FT Union Code T 'E]'"';”u” Weekly EHEEdgr[
¥pe Spread a Hours
| FID 82760600 Lalle,Lauren M - 82750000 5/24/94|Faculty |3 months |Ful-time |E&G Eligible - UFF - 20D 40

dq m

In this example, we will be changing the employee’s Entity and assigning the appropriate
Chartfield String. If any data is missing addressing these segments will clear the red cell color.

4. Click the Entity Segment drop down field.

5. Enter the desired Entity number into the Search field (e.g., "1302").
NOTE: When searching, you do not have to type D_ in the Entity field. You can just
type in 1302 and the list should automatically move to the correct options. You may also

choose to scroll to the appropriate list item by using the green left and right arrows (see
above).

=l Employee Details
= [ General \{ Position Details \{ FTE \{ Status Changes

Entity Segment Fund Segment Program Se

Zlg—CRRNT—D'I'I-lEF'. PRG_2200

1st Allocation D_13020200

1 B i m

[ »

D_01000000
D_01010000
D 45000000
[= Expense D_43010000

m

049010100
D_49100000
D_49100100 A
: D_49100200
Basic Salan D_43100300

[+

Benefits E ,'J
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5. Click the new desired Entity.

[ General \{ Position Details \{ FTE \{ Status Changes

Entity Segment Fund Segment Progr
| |
Alocatipn D_13020200 |, |208|CRRNT-OTHER PRG_
" | Entries [x]
Search: D_1302|
-~
D_13020000
D_13020100
D_13020200
pense| ||p_13020300 w
Basic Salar -
Benefits E ,'

6. Click the Fund Segment drop down field.

7. Click the desired Fund/Budget Reference/Source of Funds option (e.g., 101-CRRNT-
NO_SOF).

Jetails \{ FTE \{ Status Changes \{ Salary

Fund Segment Program Segment

209-CRRNT-OTHER. RG_2200 Mo

_| | Entries ]
Search:

101-CRRNT-NO_SOF
101-CYFWD-NO _SOF
102-CRRNT-NO_S0F
|| 102-CYFWD-MNO_SOF
L {| 103-CRRNT-NO_SOF
103-CYFWD-NO _S0F
105-CRRNT-NO_SOF
|| 105-CYFWD-NO _S0F
111-CRRNT-NO_S0F

1

i

5,098

[+
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8. Click the Program Segment drop down field.

9. Click the desired Program option (e.g., PRG_1100).

Changes

Salary

Additional Earnings

Program Segment

Dept Flex Segment

All
5ta

Mo_Dept_Flex

‘IIPF'.G_ZEUU

Entries

E]

Search: |

PRG_0100
PRG_0200
PRG_0300
—1|PRG_0500
_1|PrG_1100
PRG_1101
PRG_1102
| PRG_1103

X |

m

PRG_1104
12

1337

10. If needed, click the Dept Flex Segment drop down field and select the appropriate Dept
Flex option or choose/type No_Dept_Flex.

11. Make any changes to the Allocation Start and End Dates if needed.

12. If any changes are needed to the Percentage Allocation field, make those here.
NOTE: You must have a number in the percentage cell and all lines must be 100% in
total. Do not leave any 0% distribution lines. If you do not need that line please delete

the allocation not being used.

Distrbutions ™. >

Fringes Benefit Elections
Allocation Start Allocation End Percentage
Date Date Allocation
S— S— E—
7/1/14 6/30/15 100

13. Click the Save button.

NOTE: If you had any red or yellow fields, they no longer appear once you save your

changes.
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< [ General \{ Position Details \{ FTE \{ Status Changes \{ Salary \{ Additional Earnings \{ Fringes Dist =

. Allocation | Allocation End |Percel
Entity Segment Fund Segment Program Segment Dept Flex Segment Start Date Date allo
1st Allocation
D_13020100 o 101-CRENT-NO_S0F PRG_1100 Mo_Dept_Flex 7/1/13 6/30/14
] Fla m ’

Add an Additional Distribution for the same Employee

It's not uncommon for an employee to hold multiple positions or have multiple distribution
sources at UF. This procedure covers how to add an additional distribution for the same
employee.

1. From the Maintain filled positions form, choose your desired Entity from the Entity
drop down field, if needed.

2. Right-click on the name of the employee for which you wish to change the distribution
and select Edit Employee Details.

Lﬂj Current Scenario: Budget | lﬂj Current Stage: Wiorking "

Page  130zArt v 84| Go

Pasition | Position
Job Skark End
Date Date
P_OOOO4091 J g
- ASC PROF - 0., - I3
P_00004262 | Shine, Raynor-01230000 WIS 65T PROF - 73
annF15

Calculate Compensation Expense

P O0OO4573| & _
Allocate Compensation Budget to GL Accounts

Assign Emploves »
P oooog4e0s) 0 Delete Emploves Assignment

- Thange sratus
Review Emplovee Allocation Resuls

P_00004502
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3. Click the Distributions tab.
NOTE: You may have to scroll to the right to view the Distributions tab.

4. Right-click the 1st Allocation label.

F

| UB0_PSPB
':J i Budge 3 A 3 W
W jCurrent Year of View: FY14
| BEmployes Detals
General Position Dietals [ FrE | Status Changes | Salary Bditicnal Eamings Fringes
15t Allocatior tl_law.n ﬂ]tul-mmnm _SOFFRG_1100 MNo_Dept_Flex 713 5/30/14

5. Click the Add Distribution Information link.

zeneral \{ Position Details \{ FTE \{ Stat

Entity Segment Fund Seament Program
1sk allocation 013070 . J 101-CRRMNT-MNO_SOFPRG_110
=| Return ko Previous Daka Form

Calculake Compensation Expense

L L =T | L s L
L =i e o e g gy =

T
YWiew Overlapping Distributions

6. Enter the Effective Start or End Date if it's different.

7. Click the Add button.

-
Q Add Distribution - Windows Internet Explorer @M

Enter Effective Start Date 07-01-2014 Wy

Enter Effective End Date  (06-30-2014] Wy
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8. Once the additional allocation appears, select an entity from the Entity drop down list
and select the appropriate department from the list.
NOTE: You may need to search for the desired entity.

NOTE: Red cells indicate required data that is currently missing.

Position Details FTE Status Change:

Enkity Segrment Fund Segrment

Ma Entity :IN p Fund

Entries

Program Segrment

.l

D_130=20000
D_130=20100
D_13020200
D_130=20300

9. Click the Fund Segment, Program Segment field, Dept Flex Segment, and Allocation
Start and End Dates and enter the appropriate data. Follow steps 7 — 11 from
previous procedure, as needed.

10. Make changes in the Percentage Allocation fields of both allocation lines.
NOTE: Keep in mind, the combination of all distribution lines must equal 100%

allocation. Please do not leave any 0% distribution lines. If it is not needed delete the
distribution allocation.

Benefit Elections Distributi =

location End Date | Percentage Allocation

6/30/15 50
&/30/16

11. Click the Save button.
NOTE: Remember any red or yellow cells should clear after saving.
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Delete a Distribution
1. From the Maintain filled positions form, choose your desired entity from the Entity
drop down field, if needed.

TSN UBD_PSPB - Manage Position Budgets - Manage Position-Employee
UBO_PSPE
- [ Budget Preparation .
[y Review employee inform. . 4 jCurrent Scenario: Budget Jy
E;]m;sadju.lstcumm... F"BGIEI 1302 Art ~ ¢l Go
= By Manage poston and emo... (||
[y Maintain position data
r - 1201 Grad School Office of the Dean
- = 1202 Grad Minority Programs
[ Maintain employeesb... | P90 1301 Fine Arts Office of the Dean
[ Fil to-be-hired vacan... 102t
. P Misic
+1 Bp Caladations 1304 Thealre
* @Review entity compensat... 1305 Digital Worlds Institute Office
- 1350 Phillips Center for the Performing Arts Office
1601 CLAS Office of the Dean
P 1602 African-Asian Lang,Lit

2. Right-click on the name of the employee for which you wish to change the distribution
and select Edit Employee Details.

2

F |
Shine Raynor-01230000  |WI5 &ST PROF - 4‘ 73
annz15

—m Zalculate Compensation Expense

Allacate Compensation Budget to GL Accounts
Azsign Employes »

L]

G| i o Balata-Erplopea-fasianmen

Edit Emplovee Details
2 | Wsiim, i Chemgsthobus

Revigw Emploves Allocation Resulks
o, Sizc-to-Fit

Filker
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3. Click the Distributions tab.
NOTE: You may have to scroll to the right to view the Distributions tab.

UBO_PSPE

"8 scenario: Budgst

JEntiby: 1302 Ark

| HE )l‘v'ersion: Wirking

o Erploves; Freeman, Amyw-55059156

W Current Year of Yiew: FY14

[ElEmploves Details

General\{ Position Details

\{ FTE

\{ Skatus Changes

\{ Salary \{ Fringes

\{ Additional Earnings

Distributions

Employes Hire Employves Annual Salary . Terminati =T
Mumber Employes Name Date Type Spread FTIFT Union Code Date Hours
LUFID_01230000 |Shine Raynor-01230000 | 3/15/11 |Faculty 9 months Full-time |E&4G Eligible - UFF - 200 40

4. Right-click the Allocation label you wish to delete.

5. Select Delete Distribution Information.

General

\{ Position Details

CUFTE | Statu

Entity Segment

Fund Seqment Progran

1st allacation

D_13020..,

Mo Fund

Znd Allocation

[_13020100 _ll 01-CRRMT-MNO_S0FPRG_1 100

| Return to Previous Daka Form

alculate Compensation Expense
Allacate Compensation Budget to GL Accounts

. o a A
ﬁLILI LIS TOaCnoT T e ooy

Distribution Infarmation

. P
M T EASTHOOToTT=

Wiew Allocated Expenses

6. Click in the Percentage Allocation field of the remaining allocation.

7. Enter "100".
NOTE: Remember, the lines must add up to 100.

General

\[ Position Details

\{ FTE

\{ Status Changes

\{ Salary \{ Frings

\{ Additional Earnings

\[ Distribibion

Enkity Segrient

Fund Seqgment

Program Segrnent

Dept Flex Segment | Allacation Start Date | Allacation End Dat

Percentage Allocation

1sk Allacation

D_13020100

101-CRRMNT-MO_

SOFPRG_1100

-y

o_Dept_Flex 713 6,30/

100

8. Click the Save button.
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Calculate and Allocate Compensation Budgets per Edit

After each edit you make, you may choose to calculate and allocate. These procedures will
process all needed calculations and allocate the updated data to the Budgets Submission mode
within Hyperion.

These procedures can take a long time depending on your area and number of employees. As
such the University Budget Office recommends you run these procedures from the Budget Prep
panel once all edits/updates are done.

If you choose to calculate and allocate after each edit, it's very important that you note where
you are before running these procedures as they are very sensitive to location to run accurately.

For example, if you are on the main Maintain position data or Maintain filled positions forms, you
must right-click on the exact position row you just edited for the calculate and allocate
procedures to run successfully. Otherwise, the edited data may not calculate and allocate
correctly.

If you are in Edit Employee Details, you can right click on any input cell on any tab (except for
the General tab) to run the calculate and allocate procedures for this position.

1. Right click in the correct area of the edited position.

2. Click Calculate Compensation Expense.

Pasition Details FTE Skatus

Option Start Date | Opki
1 Grade| 1st Element Change 7113

Return ko Previous Daka Form

Calculake Compensation Expense

Allocate Compensation Budget to GL Accounts

add Salary Information
Delete Salary Information I
3 View Budget Impack of Salaries
-1 Size-to-Fit ¥
Filker »
k| Sort »

NOTE: You will see an animated blue line within the Launch Business Rules window while the
process is running. See image below.

(=2 Launch Business Rules - Windows Internet Explorer l = | (=] |_i2-]
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3. Confirm the calculation procedure was successful by noting the message that appears at
the top of the window.

@ EP_SC_EmpDistElmCost was successful, B3|

& W, Enly

4. After the Launch Business Rules window closes, right click within the same cell on the
form again.

5. Choose Allocate Compensation Budget to GL Accounts.

-al Position Details FTE Skat

Option Start Date [ O
-Mo Grade | 1st Element Change 73

- Return to Previous Data Form H

Zalculate Compensation Expense
Allocate Cormpensation Budget ko GL Accounts

add Salary Information
Delete Salary Informakion
i Wiew Budaet Impact of Salaries

- Size-to-Fit H
| Filker 3
5 Sork 3

NOTE: The Launch Business Rules window will display again until the procedure completes.

6. Confirm the procedures have completed successfully by noting the message that
appears at the top of the form.

: o Ld

NOTE: Sometimes the Launch Business Rules window gets stuck. If you notice the calculation
or allocation has been running for several minutes, you can check to make sure the rule has
finished running by clicking Tools>Job Console from the Menu bar. If needed, scroll to the
bottom of the window and click the End button.

If the last column says “Completed”, the procedure has run successfully. If not completed, you

can click the Prev button and then click the End button again until the status changes to
Completed.
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0 1359 Business Rule EP_SC_ChangeEmpStatus  shericplanner 10/30/13 12:19 PM 10/30/13 12:19 P Completed

[l 1368 Business Rule EP_SC_AllocDistCost shericplanner 10/30/13 3:45PM  10/30/13 3:46 FM Completed

Eve

Page: 3 of 3| Go Start Prew Mext End

1|

Assigning an Existing Employee

If you know you will be hiring a new current full time UF employee from another department
before the snap shot was taken you will need to add them into Hyperion so that you can account
for their salaries. This process must be started by using the Maintain position data form and
finished using the Maintain filled positions form.

NOTE: The snap shot is the status of the data in PeopleSoft on a particular date that is then
loaded into Hyperion as the base data.

1. From the Maintain position data form, right click the line of the position for which you
want to assign an existing UF employee. The available lines will say either Not
Budgeted or Vacant.

2. Hover over the Assign Employee option and click the Assign Existing Employee.

P_O0D0525% | PROGRAM AST - D00S0E 7114 Fill=d 12 meont]
™
P_BIM05272 | pROGRAM AST - 000508 7114 Mot Budgsted |12 mont
P_D0005273 | COMPUTER A Edt Postion Mot Budgeted 12 mont
- Calculste Compensation Expense : man
P 00005274 | pROGRAM a5 Allocats Compensation Budgst to GL Accounts Mot Budgeted 12 mont
P_D0005374 fHUMAN RESC Fill=d 12 mont
P_D000547E |HUMAN RESC Assign Employes 3 B osicy dsting Employes e
Edit > Assign To-Be-Hired Enny
P_00005475 |HUMAN RESTT pig 5 Fiot Budgeted |12 mont
P_00DDS480 |HUMAN RESQ|  [neert Comment Flled 12 mont

3. Click in the Select Employee field, delete any default text and enter the UFID of the
appropriate employee.
NOTE: the UFID must start with UFID_.
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% Assign Existing Employee - Windows Internet Explcr...l. o | E éj

ﬁ One or more runtime prompt values are invalid, [ |E|

Salert Employes UFID_ 41235508

Enter FTE 1
Entzer Effective Date  7/1/14
Enter Union Code Mons

Entar Full/Part Time = Ful-time

Help

L8

&

4. Enter the correct FTE, Effective Date, Union Code and Full/Part Time status, if

different from position defaults.
NOTE: All these fields are required.

5. Click the Assign button.

6. To confirm the change, click the Maintain filled positions form and verify the assigned
employee data appears associated with the proper position.

I
P_WM05272 Mitchell, Ronda Clemons-41835508 PROGRAM AST -
000R0E

7114

UFID 41839308

Mitchall,Ronda
Clemons - 41839908

MNone

7. Right click on name of newly assigned existing employee and choose Edit Employee
Detail to make any needed distribution and salary changes.

8. Click Save button.

NOTE: Remember to run the calculations for changes to become active.
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Assigning a To-Be-Hired Employee
You would assign a To-Be-Hired employee for those positions not yet budgeted, but will be in
the future or for new employees hired after the snap shot was taken. To include the budget

information for the future employee in your budget preparation procedure, you would assign a
To-Be-Hired employee as a place holder.

1. From the Maintain position data form, locate the position for which you wish to assign a
To-Be-Hired employee.

2. Notice the Occupancy Status for this position will indicate “Not Budgeted” or “Vacant”.

3. Right click on the position and choose Edit Position Details.

8 ICLERK: SR - 000738

5 IHUM)‘.N RESCHURCES: CRD: 2 - 0

EIHUMP.N RESCURCES: VICE PRES

7114
Edit Position Details
Cakculste Compensation nse
Allocate Compensation Budget to GL Accounts

k] IPROGRAM AST - 000508

2 |PROGRAM AST - 000308

Assign Employss

5

Edit

wd

COMPUTER APPLICATIONS: CRO
1373

‘4 IPROGR.AM AST - 00908

Adjust
Insert Comment
Supporting Detail

4 IHUMAN RESOURCES REP - D022

's—IHUMAN RESOURCES REP - D022

Add/Edit Documeant
Lock/Unkeck Cells

% [HUMAN RESOURCES; DIRECTOR)

Anahyze
Mew Ad Hoc Grid

4. Click the FTE tab.

R —

UBO_PSPE
| ) Burrant Year of View: FY1S
=l Postion Detads
<
] 2.
No FTE assignments are defined

>

5. Right-click anywhere in the blue area of the screen that states “No FTE assignments are

defined”.

6. Choose Update FTE.
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i\ Status Changes | Salary | Additional Earnings

Mo FTE assignments are defined
Calculate Compensation Expense
Allocate Compensation Budget to GL Accounts
Return to Previous Daeta Form

7. Input the FTE for this position.

8. Remove the Effective End Date.
If you do not remove the end date it adds an unnecessary FTE line for the next available
date sequence.

9. Click Add.

-
ﬁ Update FTE - Windows Internet Explorer E@u

Enter FTE 1
Enter Effective Start Dat= 07-01-2014 Uj__
Enter Effective End Date | i,

10. Confirm the assignment appears under the FTE tab.
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f o
General Employes | FIE . Status Changss

Proposed FTE | FTE Start Date | FTE End Date
1st Assignment 1 7114 -

-

11. Click the Maintain position data form again and notice your position should now read
Vacant in the Occupancy Status field.

12. Right-click the Position number.

P_000547E JHUMAN RESCGURCES REP - 000823 7114 Fill=d i
P_0005473 IHUMAN RESOURCES: DIRECTOR & - 001201 7114 Varcant

P HUMAN RESOURCES: DIRECTOR & - 001201 7114 Fill=d

P_(0005481 JHUMAN RESCURCES: CRD 2 - 001238 7114 Fill=d

13. Point to the Assign Employee on the pop-up menu.

14. Click the Assign To-Be-Hired Employee option.

P_00005479 |HUMAN RESOURCES; DIRECTOR 6 - 001201 7i1/14
—| Edit Position Detail
P it Position Details . 201 2
| Calculate Compensation Expense
P| Alocate Compensation Budget to GL Accounts 7114
P, 7/1/14
P Assign Employee > Azgi
Pl B (U i | Assign To-B 0 plo
| Filter b
P|  Sort » 7/1/14
—  Analyze

Mew Ad Hoc Grid 4

15. Enter the name of the new employee or a placeholder name or description if unknown.
NOTE: If you know the UFID and want to input it best practice is to input it as
UFID_XXXXXXXX otherwise if you input a number only the system will treat it as a
dollar figure and add a decimal and cents.

Hyperion Budgeting 43




16. Be sure to indicate the correct Full/Part Time status, Union Code, FTE and Effective
Date, if different from default.

17. Click the Assign button.

-
g}ﬁtssign To-Be-Hired Employee - Windows Internet Explor...@ﬂlg

Enter Employee

T “Unspecified Employee”™

I‘E;ntfé Employee Alberta Gator

Select FT/FT Full-time -
Select Union Code  Mone -
Enter FTE 1

Enter Hire Date 7-1-2014 A,

18. Note the message at the top of the window indicating the Position was filled successfully
and the Occupancy Status of the position is now "Filled."

@ EP_SC_FilPosition was successful, B3|

P_00005479 | HUMAN RESOURCES; DIRECTOR 6 - 001201 /114 Filled 12 months

19. Click on the Maintain filled positions form and find the To-Be-Hired employee just
assigned.

20. Right-click on the To-Be-Hired employee and choose Edit Employee Details.
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P_00005479 | To be Hired 4 HUMAN
RESOLIRCES:
P_0D005480 Calculate Compensa.ton Expense
Allocate Compensation Budaget to GL Accounts
P_00005481 ]
Delete Employee Assignment
P_00005484 .
- Assign Employee »
Edit Employee Details
P_0D005436 Change Status k‘
Size-to-Fit
P oooos4a7 | '
Sort 3
Analyze
5F Mew Ad Hoc Grid

21. If you changed the default FTE value in step 16 above, choose the FTE tab to ensure
you have a valid FTE.

[=I Employee Details

< | General Position Details FTE Status
Proposed FTE | FTE Start Date | FTE End Date
1st Assignment i 71j14

22. Choose the Salary tab and ensure you have a valid salary. If not, input the new salary
dollar amount. If changes are made, be sure to save.

23. Choose the Benefits Elections tab and ensure you have valid benefits and save.

24. Choose the Distribution tab and input your distribution information and save. (See
Procedure #2 above).

25. Run both the Calculate and Allocate procedures.
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Employee Status Change

Common status changes are to inactive (due to maternity leave, military leave, retirement part
way through the fiscal year, etc.)

1. From Maintain filled positions form, right-click the relevant employee for which you are
changing status.

2. Click the Edit Employee Details.

P_00005272 | Mitchel, Ronda Clemons-4183%908 PROGRAM AST - |

Calculste Compensation Expanse

P IR Allocate Compensation Budgst to GL Accounts

P_0D00547E | Adkinson,l Employes Assignment

P_00005480 | Czaplewiskiy 5 ey .

Edit Employes Details
Change Status
Se-to-Fit

P_00¥05481 | Moon,Cou

P_OO005484

3. Click the Status Change tab.

UEC _PSPE
_;J,E;E’.Er; Budget 4 Enftity: 6201 Administration .Lj".-'srs;’. WWorking % Emp
I.QJCLITent Year of View: Fris
] Employes Details
=
b
General . Position Details FTE Status Changgﬂ-,.r\ Salary Additional
L E
Employes Em N .I'i'I'E—d-EI'I'I'mj| ] Annual Salary
Mumbser L =ms Date Typ= Spread
2 | Mitchell, Ronda Clemons - 41839308 | 3/15/08 12 months

4. Right-click the blue assignment label of the assignment you wish to change.

5. Click the Change Status option.

General Position Details FTE {

Assignment Start Assignment End
Dat= Dat=

1st Assignment || 4 4ye 7/1[14 i
Return to Previous Data Form ~f
Caboulsts Compensation Expense

Allocste Compensstion Budget to GL Accounts

Action
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6. Click the Select Status drop down field.

@ Change Status - Windows Internet Expgrer-

Select Status
Enter Effective
Start Date

Enter Effective End
Date

7. Click the appropriate status (e.g., Maternity, Inactive, On Sabbatical, etc.).

8. Enter the desired information into the Enter Effective Start Date field (e.g., "12/1/14")
and Enter Effective End Date as appropriate.

9. Click the Change button.

' @ Change Status - Windows Internet Expgrer - E.L

Select Status Inactive -
Enter Effective
Start Date 12/1f14 . l
Enter Effective End
DEE | “ﬂv
Ll
Help | Change % Cancel
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10. Confirm the additional allocation displays with the appropriate Action.

[=] Employee Details
= [ General \{ Position Details \{ FTE \i’ Status Changes

Action | Assignment Start Date | Assignment End Date
1st Assignment Jactive 71/14 11f30/14

2nd Assignment | Inactive 12114

[

Lt

11. Go to Distribution tab and change the appropriate Allocation End Date to 11/30/14 to

reduce the amount of salary expense being charged for this individual to the appropriate
time period.

= Employee Details

< FTE \{ Status Changes \{ Salary \{ Additional Earnings Fringes Benefit Elections Distributions
Entity Seament | Cost Pool Segment | Commitrment Source Segment | Allocation Stirt Date | Allocation End Date | Percergage Allocation

1zt Allocation |[D_62010100  General Admin Support Unit Funding 7114 11/30/14 100

12. Click the Save button.

11. Run the Calculate Compensation Expense and Allocate Compensation Budget to GL
Accounts.

NOTE: The Calculate and Allocate process may take a few minutes.
13. Right-click within any form cell to access the pop-up menu.

14. Click the Return to Previous Data Form option.
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Removing an Assignment

NOTE: This procedure previously referred to as Deleting an Employee.
1. From the Maintain filled positions form.
2. Right-click the Name of the individual of which you want to delete.

3. Select Delete Employee Assignment.

| I | |
P_00005273 | To be Hired 3 | ~rinap meD [ 711l
Calculate Compensation Expense

Allocate Compensation Budget to GL Accounts

P_00005274| Ta be Hired 5

R AT oy 8 Delete Employee Assignment
P_00005478 | Adkinson, Jani Agsign Employee .
Edit Erarlavins Duodsile

4. Once the process has run you will now notice that the employee is no longer listed in the
Maintain filled positions form.

Change FTE

Occasionally the Full Time Equivalency (FTE) of a position or person may change. Examples
are full-time positions changing to part-time, part-time positions changing to full time or a
different part-time status.

NOTE: The example displayed in this procedure was previously referred to as Change FTE
from 1 to .5.

NOTE: Prior to completing the Change FTE procedure, please check the Default Weekly Hours
cell to ensure you are adjusting your FTE correctly. Default Weekly Hours listed as 40 is
equivalent to 1.0 FTE. Be aware that some employees have default weekly hours of 20 (not
40). The equivalent FTE for this would still be 1.0, not 0.5. If you inputted 0.5, that would be
equivalent to 10 hours, not 20.

Tob — Position Start | Position End Ocrupancy Annual Salary] | Default Weekly || Availa
Date Date Status Spread Hours FIEQ
P_00020441|HUMAN RESOURCES; DIRECTOR 6 - 001201 7/1/14 Filled 12 months 40
P_00020560 IHUMAN RESOURCES; VICE PRES 7 - 001536 7/1/14 NotBudgeted |12 months 40
P_00020709 IHUMAN RESCURCES REP - 000829 7i1/14 Filled 12 months 24.8
P_OUUZOQS?IHUMAN RESOURCES; CRD 2 - 001298 7/1/14 NotBudgeted |12 months 40

FTE may be changed either per position or per employee.
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To change the position FTE only.
1. From the Maintain position data, right click on the position to which you wish to change
the FTE.

2. Click the Edit Position Details option.

1Job Position Start Position End
Date Date
P_000047007 1y jmaN RESOURCES REP - 000829 :I 7114
P_00005009 | CLERK; SR - 000798 7/1/14
P_00005015 | HUMAN RESOURCES; CRD 2 - 001298 7/1/14
P_00005132 | HUMAN RESOURCES; VICE PRES 7 - 001536 7/1/14
P_00005259 | PROGRAM AST - 000908

Edit Position Details
Calculate Compensa n Expense
P_00005273 | COMPUTER APFLICATION  Alocate Compensation Budget to GL Accounts

P_00005272 | PROGRAM AST - 000908

P_00005274 | FROGRAM AST - 000908

3. Click the FTE tab.
4. Right-click in the Proposed FTE field.

5. Select Update FTE from the pop-up menu.

e 1 L R e L

= [ General \{ Employes \[ FI'E\r\ Ltatus Changes \{ Sal;

| Proposed FTE |FTE Start Date | FTE End Date
1st Assignmentl h 7/1/14
Calculate Compensation Expense
Allocate Compensation Budget to GL Accounts
Fatrm=te-Rra Farm

ils

[=] Expense

In this example, we are changing the position from a 1.0 FTE to a 0.5 FTE.
6. Replace the 1 in the Enter FTE field with .5.

7. Select the default data in the Effective End Date field.
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8. Press [Delete] to remove the Effective End Date to make this an ongoing change.

9. Click the Add button.

-
= Elgdate FTE - Windows Internet Explorer E‘M

Enter FTE .5
Enter Effective Start Date 07-01-2014

Enter Effective End Date | .,

10. Confirm the assignment updates correctly.

o
General Emphoyes | FTE . Ststus Changss

Proposed FTE | FTE Start Date | FTE End Dats
1st Assignmen 0.5 7114 a

-

To change the FTE for an employee.

1. From the Maintain filled positions, right click on the name of the individual you wish to
change the FTE.

2. Click the Edit Employee Details option.
3. Click the FTE tab.
4. Right-click in the Proposed FTE field.

5. Select Update FTE from the pop-up menu.

Hyperion Budgeting 51




o
Employes i FTE . Siatus Changes Salary
W Emp

Aol

IPrc:pcaed FTE | FTE Start Date | FTE End Date

nlI 1 7114 -
Caboulste Compensation Bxpense

Allocste Compensation Budget to GL Accounts
Return to Previous Data Form

Adjust Paricd M Dictails

— Edit k
H Adjust L
Insert Comment

Supporting Detail
Add{Edit Dooument
7y Expanss Lock,/Unlock Cells
———— Anzhze

Mews Ad Hoc Grid

penss

In this example, we are changing the position from a 1.0 FTE to a 0.5 FTE.
6. Replace the 1 in the Enter FTE field with .5.
7. Select the default data in the Effective End Date field.
8. Press [Delete] to remove the Effective End Date to make this an ongoing change.

9. Click the Add button.

-
= ﬁgdate FTE - Windows Internet Explorer E‘Eg
Enter FTE 5
Enter Effective Start Diste 07-01-2014 ‘jv
Enter Effective End Date | L.

10. Confirm the assignment updates correctly.
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General Emphoyes | FTE . Status Changes

Proposed FTE | FTE Start Date | FTE End Date
1st Assignmen 0.5 7114 a

-

Promote a Position and employee, including Fringe Benefit changes
This procedure would be used when you are hiring a new employee and do not have an
appropriate vacant line for that position. You can use any one of the vacant lines you have and
change the Job title and, if needed, change the Salary Admin plan which adjusts the Fringes.

1. From the Maintain position data form, select the vacant position for which a promotion
will be provided.

2. Click on the job name cell.

3. Click the job drop down arrow.

|
F_D0D0S015 | 1y AN RESOURCES; CRD 2 —nnmsl .‘I'l
P_00005132 | entries —
P_00005253 | Search: |

Mone
DESIGMATE PRESIDENT & PROF - 000001
DESIGMATE DIR & PROF - 000002

EMER. VICE PRESIDENT & PROF - 000003
EMER. PRESIDENT & PROF - 000004

P_00005272

P_00005273

P_00005274

4. Use the Search field to search for a position name or job number.

5. Once found, select the position name or job number you want.

3|EMER DIR & PROF - 000013

! Entries %]
1| search: prof]

|3

DESIGMATE PRESIDENT & PROF - 000001 N
DESIGMATE DIR & PROF - 000002

EMER. VICE PRESIDENT & PROF - 000003
EMER. PRESIDEMT & PROF - 000004

] | = T T T e

m

EMER. DIR. & PROF - 00001
EMER. DIS PROF - 000024

NOTE: The cell may flash to yellow to indicate a recent edit has not yet been saved.
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6. Click the Save button.
7. If no additional changes are needed to this position, skip to step 24.

In this example, we need to change the benefits from a TEAMS rate to a Faculty rate.

Change the Salary Admin Plan
8. Right-click on the newly changed position.

9. Choose Edit Position Details.

P_00005015 | EMER DIR & PROF - 000018

P_00005132 |HUMAN RESOURCES; VICE PRES 7

P NONN5259 [ nn OLARA ACT  SSioicins

10. Click the Salary tab. Notice the Salary Admin Plan still says TA12 which is a TEAMS

salary admin plan.

UBO_PSPB A
"} scenatio: Budget Workng @ oo ¢ W jCurrent Year of View: FY15
Detads ——
< | _General Employee FTE Status Changes | _MJMM Eamings | Fringes | Benefit Blectior >
@ Errgrivec: Yo
TA12| 1t Bement Change b 2114 Yes 0

11. Click the Fringes tab and notice the fringes are Teams fringe rates.

U80_PsP8

e Scenurio: Budos e 4, W jCurrent Year of
= Positon Detads

<| Genws [ Evployee [ FTE [ stotmChenges | salary pdstracamngs | | Frnges - fenett 6

12. Go back to the Salary tab and right click on any of the cells in the Position Details

section.
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13. Click Delete Salary Information.

UBO_PSPE

L.;j&m.o-.a..uge: |2 Eniity: 5201 Administraton | " verson: workng |9 postion: p_ouoosois | Wigcument
= Pogon De tads - B
<| Geneal | Employee | FTE__ | stans Acditional

3, Ermpda i NaCancy
Option Vakue | Oplon Start Date | Option End Date | Alows Value Changs | Dverride Option Value
Tlﬂ|mmm u| 14 I;u o
Caboulate Comperdabion Expense
Allocate Compensation Budget tn GL Accounts

Return to Previous Data Form
Add Salary Informa bon

[=] Edit »
ﬁ' g' Adjust >

14. Click the Delete button from the Delete Salary Information pop up window.

-
E Dé‘lfete Salary Information - Windows Internet Explorer

Select Salary Grade “Salary Grades™

Current Budget Item "1st Element Change”

| Help |

15. Right-click on any cell in the Position Details section and choose Add Salary
Information to add a new salary admin plan.

Q EP_SC_DeleteSaElement was successfid, )
LL;L';c«.m;Wt [ Sstnnn: 8201 Acmemuatien |~ verson: woong | & Poaten:p 0000015 | ©jgCument Year of View:
=l Posbon Detats v , )
<| General | Employee | FTE | Status Addtional b | Benefit

W Esployes: Yawancy

OptinVae | OptonStartDate | OptonEndDate | Alows Vakue Change | Owerride Option Vake

Right-cick and add Sslary Grades

Calkaulate Compensation Expense |
Alocate Compensation Budget to GL Accounts
Return to Previous Data Form

W_Evgioyes: Total Employees View Budget Impact of Salaries

m L V—
I

T Edt »
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salary grade for this position.

-

16. Click the Salary Grade Select Members icons to search for and locate the appropriate

%[gdd Salary Information - Windows Internet Explorer (/o[ d|

Select Salary Grade

Enter Effective Start Date

“TAL2"

7-1-2014

right hand side and then click OK.

In this example, we will choose FAQ09, which is a 9 month faculty Salary Admin Plan.

17. Expand the Salary Grades and Faculty categories, and then click FAQ9.

18. Once FAQ9 is chosen click the right arrow to send it over to the Element area on the

Member Selection

@ Oracle Hyperion Planning, Fusion Edition - Windows Internet Explorer

==

Dimensions | Element

=]

Members | Variables

B[ [ PehE P mE @

Alias

Description
~| E}

Alias

e

Description

= Faculty

FADS

FADS

iz
FA12

FASL
| COM Clinical Faculty
| Exempt TEAMSUSPS
+| Non-Exempt TEAMS/USPS

rl
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19. From the Add Salary Information window, adjust your Effective Start Date if needed. In
this example, we will leave it at 7-1-2014.

20. Click the Add button.

After adding the new salary, you must run the Calculate Compensation Expense for the new
Fringe Benefit to be reflected.

21. Right-click on any cell in the Position Details section and choose Calculate
Compensation Expense.

Y
| General Employes FTE Status Changes | Salary . Additional Earnings Fringss

;_J‘J Employes: Vacanoy

Opticn Orplion Start Orption End Allovis Valuz Owverride Option
Valus Date Cate Change Valus

7114 Yes ~
Calrulate Compensation Expense
Allocate Compensation Budget to G coounts
Return to Previous Data Form

Add Salary Information
Delete Salary Information

Fﬂm‘ 1st Blement Change

=] Expenss
I[ Total Position - Wacancy

22. Go to the Fringes tab and notice the fringes are now Faculty fringes.

| Ganeral | Employes | FTE | Status Changes | Salary | Additional Earnings ] Fringss '\Fnd’l Blections
\# Employee: Vacancy
Oplion Override Option Oplion Start Option End
1 Valus value Date Date TR
Fringe_Faculty ||Isl Element Changs =X 132 7114 Percentage of Owversll Esrnings| No

[~
Frings Non-Berést Earninsslld Element Change 23 2.5 13 Percentage of Other Earnings [No

4 1M LA RN ] |

Promote an Individual
23. Click Maintain filled positions from the Budget Prep panel.

24. Click on the job name and select the drop down arrow.

P_O0O5274 | To be Hired 5 711
DIR & PROF - 00.].

e

P_00005374 | Cook,Patricia A-7905754) HUMAN RESCURS

25. Use the top field to search for a position name or job number.

26. Click the position name or job number you want.
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EMER. DIR. & PROF - 000018

| Entries Ed
1| search: prof]

Al

DESIGMATE PRESIDENT & PROF - 000001

DESIGMATE DIR. & PROF - 000002
EMER VICE PRESIDENT & PROF - 000003

EMER PRESIDEMT & PROF - 000004
B PROE - 00n0ds

EMER DIS PROF - 000024

EMER DIR. & PROF - 00001&

NOTE: The cell may flash to yellow to indicate a recent edit has not yet been saved.
27. Click the Save button.

You will update the Salary and Fringe benefit, if needed.
28. Right-click on the name of the employee holding newly changed position.

29. Choose Edit Employee Details.

P_D000S01S | Mitchel. Ronda Clemons-41835508

EMEER. DIR & PR... . .| e
Caboulste Compensation Bxpense
Allocate Compensation Budget to GL Accounts

P_D0005132 | Fussell,Paula ¥-91509010

P_00005253 | Johnson,Melba-87258145 e T e

P_0OMD5273 | To be Hired 3

Assign Employes ’
— Employee Details
P_OBO05274 | To be Hired 5 Change Status L3

Size-to-Fit

P_D0D05374 | Cook,Patricia A-79057540

30. Repeat steps 10 — 22 above as needed.
31. Click the Save button.

32. Run Calculate compensation budgets and Allocate compensation to general ledger
accounts as needed.
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Add Overtime Pay or Additional Earnings

This procedure allows you to apply overtime or additional earnings to an employee’s salary
information. Examples of when overtime or additional earnings would be if you have a person
that will need to work overtime, SPI, or is a Sr. Level manager and has additional earnings they
receive.

1. From Maintain filled positions, right click on the name of the person to whom you
want to add overtime.

2. Click the Edit Employee Details option.

| caleulate Compensation Expense

Allocate Compensation Budget to GL Accounts

Delete Employee Assignment

|
|
Assign Employee 3 !
Edit Employee Details N |

[

Change Status

Size-to-Fit

Filter 3
Sort 3
Analyze

MNew Ad Hoc Grid

3. Click the Additional Earnings tab.

4. Right-click on the blue section that states “Right-click and add Additional Earnings
Elements portion of the screen.”

5. Click the Add Additional Earnings option.

Status Changes Salary [ Additional Earnings F
ke Option End Date Value Type Input | Earning Type

| T B e o | | A 8 Jdtla L H -l -

Return to Previous Data Form

Calculate Compensation Expense
Allocate Compensation Budget to GL Accounts
. rriTitmal Earnings

Analyze
Mew Ad Hoc Grid mber Oictob

6. Click the Enter Additional Earning Select Members drop down icon.
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Eﬁdd Additional Earnings - Windows Internet hplnm@

Enter Additional -

Earning "NEE_LSP %
Enter Effective

Start Date 7-1-2013 e

7. Click the Display Properties icon.

8. Click the Alias menu.

Member Selection

Dimensions | Element El

Members | Variables

l:lﬂpﬂ**i@‘ F-®& @

Alias e & \ias

| Hement ¢ Alias 4 | Flement
ASE Asbestos Pay Membeb Narje:Alias a "LSP Lump Sum Payment”
CWE Campus or Weather Emergency Alias:Member Name 4

OCH 230-0On Call Hol-Wkend Diff Pay Additional Display Properties ]
OCW 225-On Call Week Day Diff Pa |

9. Select OTS Overtime.

NOTE: In this example we are selecting an overtime payment. You would choose the
correct additional earnings for our purpose.

10. Click the right arrow to move the item to the right side.

11. Click the OK button.
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Alias

Alias

| »

| Element

| Element

ASE Asbestos Pay

0TS Overtime”

CWE Campus or Weather Emergency

OCH 230-0n Call Hol-wkend Diff Pay

ADL Additional Duties {HSC)

BNS Bonus

ESC 170-Extra Comp (5)

ESH 175-Extra Comp {H)

ESL 180-Extra Comp Lump Sum

[P

m 3

OCW 225-On Call Week Day Diff Pay ";
OTS Overtime

SEP Evening Shift 5% Differential <]
SNP Night Shift 10% Differential

UOT UPD Overtime bl ﬂ

m ] »

12. If you want to make this effective as of July 1, 2014, click inside the Effective Start Date
field. For example, change the date to "7-1-2014".

13. Click the Add button.

 —
@ Add Additional Earnings - Windows Internet Explorer

BT

Enter Additional

= “OTS Overtime L e
Enter Effective
Start Date 7-1-2014 v,

14. Click in the Override Option Value field and enter the Amount of the additional
earnings. For example, enter "500.00".

L LN YOS LT Lans

= [ General \{ Position Details \{ FTE \{ Status Changes \{ Salary \ Fringes \{ BenefitEl =
Owerride Option Value | Option Start Date | Option End Date Value Type Input Earning Type | Allows Value C
0Ts DvertimE‘ 1st Element Change 500.00 7f1/14 Amount - Spread with Salary |[Benefit Eligible |Yes
] Pl [~ [T | 3
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15. Click the Option End Date field and enter the date this option amount will end. For

example, enter "7-30-14".

s e g e

< | General \{ Position Details \{ FTE \{ Status Changes \{ Salary i i \k Fringes \{ BenefitEl >
ide Option Value | Option Start Date | Option End Date Value Type Input Earning Type |Allows Value Change
0TS DverﬁmE‘ 1st Element Change 500 7/1/14 7-30-14| Amount - Spread with... d‘seneﬁt Eligible | Yes
4

16. Click the Value Type Input field and a drop down list will appear. Select Amount - July.

stus Changes

\{ Salary

‘t Date | Option End Date Value Type Input Earni

7114 7-30-14) Amgunt - Spread with. .. dﬂene

_ | Entries (x]
Search: |

Percentage of Salary
Percentage of Owerall Earnings
Percentage of Other Earnings

Amount - Juby
Amount - .ﬂ.uglJ}.

Amount - September
| Amount - October
— || Amount - Movember
Amount - December

Q

any

17. Click the Save button.
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Add a Vacant Position
If you want to hold a specific dollar amount, but do not plan to hire someone in the near future
for a specific position you can add a truly vacant line to hold dollar amounts.

1. From the Maintain position data form, find a Not Budgeted or Vacant position.

2. Right-click on the position and choose Edit Position Details.

P_D0D05255 | pPROGRAM AST - (00508 7114 Cneer Filled
P_OD005272 N b f1f14 Wacant

Ot Posing [Dhetails
FALLLLEE Calculste Compensation nse 114 iled
P_O0005274 | o Allocate Compensation Budget to GL Accounts 114 Filled

3. Click the FTE tab and verify the correct FTE is listed.
NOTE: If you do not have a FTE or an inaccurate FTE is currently listed you will need to input
the correct FTE by completing the following steps:
a. Right-click anywhere on the assignment line.

b. Choose Update FTE.

| General | Employse | FTE . Ststus Changes |
9 E
Proposed FTE | FTE Start Date | FTE End Date
1=t Assignment 1 /114 S

Calculste Compensation Expense

Allocate Compensation Budget to GL Accounts
Return to Previous Data Form
Update FTE
Adjust Pericd Level h sils
Edit 3

[E] Expense
h
Total C \

|

c. Enter the appropriate FTE.

d. Click the Add button.
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I

@ Update FTE - Windows Internet Explorer l = | & g

Enter FTE 0.5

Enter Effective Start Date 07-01-2014

Enter Effective End Date 05-30-2015 ]

NOTE: If you permanently wanted to change the FTE of this position, you would delete the

Effective End Date. Otherwise, the updated FTE will return to the previous value after that end
date passes.

4. Click the Salary Tab.

5. Input a Salary amount to hold in the Override Option Value cell. Please keep in mind
that the fringes will automatically calculate so if you have an exact amount you need to
hold adjust the number you input for fringe benefits.

| Ganerzl | Employee | FTE | Status Changes 1 Salary . Additional Earnings | Fringes
W Employes: Vacancy
Option Crption Start Option End Allowrs Value Owerride Option
Valua Date Date Change Value
TU2N | 1st Element Change i) 7114 Yes 000000 *

6. Click the Save button.

7. Go to the Distribution tab and input your distribution information and save. (See
Procedure #2 above).

8. Run both the Calculate and Allocate procedures.

Hyperion Budgeting 64




Calculate and Allocate Compensation per Entity

In Hyperion you have the option of calculating and allocating after each edit or once all edits
have been completed. It's recommended that the last procedures you complete as part of the
Budget Prep process is to run the Calculate compensation budgets and Allocate compensation
to general ledger accounts procedures.

After all edits are complete, from the Budget Prep panel:
1. Run Calculate compensation budgets once
2. Run Allocate compensation to general ledger accounts as many times as needed
depending on the number of edits that involved Filled, Vacant or To-be-filled employees
or positions.

For example, let’s say you made 10 edits of which 4 were filled positions, 2 were to-be-hired
positions and 2 were vacant positions. You would run the Calculate compensation budgets
once to run all needed calculations of those 10 edits. You would run the Allocate compensation
to general ledger accounts three times — one for each type of edit to employees or positions
made.

BEST PRACTICE
Because of the amount of time it takes for the system to complete the running of these options,
UBO recommends running this at the end of your edits, rather than after each edit. The amount
of time the calculations require will depend on the number of employees that you have in your
department or college. The larger the department or college, the longer the calculations will
take.

1. Under the Calculations menu item, select Calculate compensation budgets menu

item.

M UBO_PSPB - Launch Business Rules * ‘

= l@ Budget Preparation
E] Review employee information
E1| Mass adjust compensation and fringe
= % Manage position and employee data
EL Maintain position data
El Maintain filled positions
E] Maintain employees by position
E1| Fill to-be-hired vacances
= %Calculatinns
[ Caleulate mﬂﬁrﬁaﬁm budgets
EQ_| Allocate complk#isation to general ledger accounts
+ @ Review entity compensation budgets

2. Click the Launch button.
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UBO_PSPB

HCP

Business Rules
HCP - Rule - EP_SC_EmpDistElmCost All

In this example, we show calculating and allocating the Working budget.
3. Make sure Version is set to Working.

a. Select the Version Select Members icon.

LUBO_PSPB

EP_SC_EmpDistElmCost_All

Select Version

"Stage 17 U@b

Select Scenario

"Budget” W,

b. Select Working from left Member Name list.

c. Click the right-pointing Select arrow to move the Working version to the right
side Member Name list.
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d. Click OK.

"I"IFW

Dimermions gy

=

| Members | varisbies |

| |Pder T.WmE @

Member Mame:

Waring

\Warking Cut
Weriing Optimal
Firal

Conitrol

Seage 1
Stage 2
Seage 3
Stage 4

(]

(1]

4. Make sure Scenario is set to “Budget.”

Hyperion Budgeting

a. Select the Scenario Select Members icon.

UBO_PSPE

EP_SC_EmpDistElmCost_All

Select Version

Working I,
Select Scenario

"Budget” %
Select Entity

“Unspecified Entity™ LLEN

b. Select Budget from the left Scenario list.

c. Click the right-pointing arrow to move the Budget scenario to the right Scenario

list.
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d. Click OK.

|

P T.® & @

il

5. Select the appropriate Entity Select Members icon.

Hyperion Budgeting

UBO_PSFB

EP_SC_EmpDistElmCost_All

Select Version

"Working” W,
Select Scenario

"Budget" W,
Select Entity

"Unspecified Entity" o,

a. Click your Department or College to select it.

b. Click the right arrow to place it on the right side of the screen.
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c. Click the OK button.

Dimensions | Enkity

Members | Variables

Wm0 [PdwE V.mE @

Mernber Mame

Member Mame

—| Enkity

—| Entity

Unspecified Entity

"Unspecified Entity"

He 150

HR_1302

HR._1303

HR_1304

HR._5506

] »

6. Click the Launch button.

Cancel
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NOTE: The blue line across the time will ping-pong back and forth until the process is done.
This many take several minutes to process.

LBO_P5SPB

EP_SC_EmpDistElmCost_all
i .
o Select Version
“Working” i,

NOTE: A message displays at the top of the window to indicate the process was successfully
run.

UEO_PSPEB

@ EP_SC_EmpDistElmCost_all was successful, Eq

N

6. Once you see the rule was run successfully, click the Allocate compensation to
general ledger accounts option in the left panel.

7. Click the Launch button.
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o TNEep——)

UBO_PSPB

= m Budget Preparation
E] Review employee information
EI Mass adjust compensation and fringe
= @Manage position and emplaoyee data
E] Maintain position data
[ Maintain filed positions HCP
|:1| Maintain employees by position
Ez Fill to-be-hired vacandes
= @Calculations

Business Rules

@Hﬂmlzmmmﬁmhgmﬂdledgﬂamls

Launch

The Allocate compensation to general ledger accounts procedure makes all edits available to
the general ledger and after “the push” will be available for Budget Request Submission
procedures.

IMPORTANT!

You will run this procedure multiple times depending on the types of edits you’ve made to the
positions in the Maintain position data form and the Maintain filled positions data form.

The type of edits you completed during the Budget Prep process will determine how many times
you will need to run the Allocate compensation to general ledger accurate procedure.

For example, if you made 3 edits to the positions/employees that were filled, to-be-hired, and
vacancy, respectively; you will run the Allocate compensation to general ledger accounts
procedure three times to allocate all position edits to those three types of positions.
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To Allocate To-Be-Hired Positions
8. Select the appropriate employee.

a. Click the Employee Select Members button.

LBO_P5SPB

EP_SC_AllocDistCost

.‘-.-+ Select Employves

"UFID_00737560" CER

T Select Entity

"HR._1301" LR

b. Click the Total Employees expand icon to expand the list, if needed.

Members | Variables

R | ]9 & %
Member Name
—Employee
~| Tofal Employees
b I Unspedified Employee

Vacancy

| Existing Employees

+| Mew Employees

c. Select New Employees from the left Employee Member Name list.

d. Click the right-pointing Select arrow to move it into the right side of the
window.

e. Click the OK button.
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i —
9 Ordcler%lyper’\un Planning, Fusion Edition - Windows Internet Explorer
Member Selection

Dimensions | Employee E‘
Members | Variables

@R 020 [[Pder V. E @

Member Name Member MName
= "

-| Employee
| Total Employees

"Mew Employees™
Unspecified Employee

Vacancy
.

I ﬂﬂewﬁlﬂnwesl
e——

9. Select the appropriate entity.

a. Click the Entity Select Member icon.

‘wa Select Employes

"New Employeess"

W,

F Select Entity
"HR_1301" ),

F Select Position
" 00003467 ),

b. Click the Expand icon next to the appropriate Entity category.

Hyperion Budgeting 73




=| HR_Senior Vice President for Academic Affairs and Provost

c. Select the appropriate Entity.
d. Click the right-pointing Select arrow to put it in the right side of the window.

e. Click the OK button.

on - Windows Internet Explor

Dimensions | Entity

Members | Wariables
BB 00 [Pedwe Y. mE @

Member Mame Member Marne
~| Enkity ~| Enkity
Unspecified Entity HR._1302
Generic Entity
“|HR_13
HR._ 1301
HR,_1303
HR,_1304
HR_5506

Cancel

10. Make sure All Positions is chosen.

a. Click the Position Select Members icon.
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o7 Seleck Enkity

HR_130Z W,

w7 Select Position

"P_O0003467" i,

ws Select Scenario

"Biudget" g

b. Select All Positions from the left Positions list.
c. Click the right-pointing Select arrow to move it to the right side of the screen.

d. Click the OK button.

- —
2 Oracle Hyperion ﬁnning, Fusion Edition - Windows Internet Explorer EIM
Member Selection

Dimensions ‘ Paosition E‘

Members | Variables
SR 0 [[]Pewer T.wE @

Member Name Member Name
| Position —| Position
G Fnswan "All Positions™

+/ All Positions |
| |

NOTE: It's important to choose All Positions. If you leave the default Position # or indicate a
specific position, only that position data will allocate.

11. Make sure to choose Budget.

a. Select the Scenario Select Members icon.
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d. Click OK.

Select Position

“All Positions™ LAl
Select Scenario

Budget @
Select Version

"Working Flat™ o

b. Select Budget from the left Scenario list.

c. Click the right-pointing Select arrow to move it to the right side of the screen.

|

Hyperion Budgeting

76




12. Confirm you are working on the correct budget Version.
NOTE: Change to appropriate version if needed.

"Working” W,

Lawrch Go Back Create runtime prompt values file

13. Click the Launch button.

EP_SC_AllocDistCost

‘as  Select Employes
"Mew Employsss” L

W Salect Entity
HR_1302 W,

sy Select Posttion

“All Positions™ Wy

-

‘wy Select Scenario

“Budgst” wy

-

ws  Select Version

Working L 4|

-

| teunch ||| GoBack || Creats runtime prompt values file

N

14. The blue bar will continue to ping-pong back and forth while the process is running.
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LBC_PSFB

-

EP_SC_AllocDistCost

15. Confirm the process runs successfully by noted the message that appears at the top of
the window.

-

If you have edited positions with Vacancy or To Be Filled, you will need to run the Allocate
compensation to general ledger accounts procedure for each category.
To Allocate Vacancy Positions

1. Complete steps 10 - 13 from the above procedure.

2. Select Vacancy from the left Employee list.

3. Click the right-pointing Select arrow to move it to the right side of the window.

4. Click the OK button.
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5.

= —

@ Oracle Hyperion Planning, Fusion Edition - Windows Internet Explorer E@g
N

Membe#Selection

Dimensions | Employes |3|

Members | Variables
Fu [ PWRS V. ®E @

Member Name Member Name
-| Employee -| Employee
| Total Employees Vacancy
T e loyee
Vacancy I B
e Eintime Bl a1

+| New Employees

Complete steps 10 — 15 of the To Allocate To-Be-Hired Positions process starting on
page 75.

To Allocate Filled Positions

1.

Complete steps 10 - 13 from the above procedure.
Click the Existing Employees expand arrow from the left Employee list.

Click the appropriate Sr. VP or VP your area falls under and choose the expand arrow.

Click the appropriate College or Unit e

grouping expand arrow. Vacancy
=| Existing Employees
H *+| EMP_President
SeIeCt the ap p ro p riate d ep artment | EMP_Senior Vice President for Academic Affairs and Frovost
su b -g rou p . +| EMP_Senior Vice President for administration and Chief O...
+| EMP_Seniar Vice President for Agriculture and Natural Res. ..
+| EMP_Senior Vice President for Health Affairs
| EMP_Vice President and Chief Finandal Officer
+| EMP_Vice President and Chief Information Officer
+| EMP_Vice President and General Counsel
| EMP_Vice President for Business Affairs
+| EMP_Vice President for Development
< i ent
—| EMP_Vice President for Human Resources
| EMP 53
| emp_62 |
+IEMP_6201 [

+| EMP_Vice President for LE@—
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6. Click the right-pointing Select arrow to move it to the right side of the window.

7. Click the OK button.

©
{2 Oracle Hyperion Planning, Fusion Edition - Windows Internet Explorer EIM
Member Selection
Dimensions | Employee E|

Members | Variables
Rl 00 [Pdwr YV.mE @ R

Member Name - Member Mame
| EMP_Senior Vice President for Health Affairs ~| Employee
+| EMP_Vice President and Chief Financial Officer EMP_6201

+| EMP_Vice President and Chief Information Officer

| EMP_Vice President and General Counsel

| EMP_Vice President for Business Affairs 'i

| EMP_Vice President for Development

| EMP_Vice President for Enrollment Managament +«]

—| EMP_Vice President for Human Resources
+| EMP_53 -
IS e g J

-+ EMP_6201

e

| EMP_Vice President for Research

| EMP_Vice President for Student Affairs

| EMP_Vice President for University Relations

| EMP_Florida Virtual Campus

el Blmr Fameleim

4| ] 3

8. Complete steps 10 — 15 of the To Allocate To-Be-Hired Positions process starting on
page 75.
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Review Allocation Results

To confirm the data has been processed successfully, you'll review a report to show you what

was processed.

1. Click the expand arrow next to Review entity compensation budgets to view the

reports available.
2. Click the Review Allocation Results option.

% Allocate compensation to gener. ..
| [Eb Review entity compensation budgets
% Review position budgets
% Review employee budgets
% Review element budgets
% Review FTE Assignments - filled
% Review FTE and Headcount
% Manage element budgets

3. View the results to make sure the Allocation process was run.

B0 _PEE
J yrerod: tear ot | ol glurment Year of Views FY1S | b Current Scenario: SU_Budget | i pCurent Stage:

Fage G301 Adminisiration 'r_ﬂ e

F_DOOCHTO0| i e
|P_pooasoos|
o]
P_p0oas2ea

il

:
:

é

|

P_00005480
|P_oo0ns481 |

155,143

fl

E
:

0,803
61,300

P_00D0S486

f

N AT

In this example, you can see that position P_00005478 is displaying an error.
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Correct Allocation Errors

Whenever you see red cells in the Review Allocation Results report, that means you have an
error somewhere with this person/position.

Common errors are:
o Allocate compensation to general ledger accounts procedure was not run
FTE not assigned
No distribution assigned
Distribution does not equal 100%
Earlier than accepted Distribution End Date

1. From the Review Allocations Results report, right click on employee name.

2. Choose Edit Employee Details.

_______ T e ——

P_00005478 | Adkinson,Janice L-32344280

Edit Pasition Details

P_00005479 | To be Hired 4

Edit Employee Details
P_00005480 | Czaplewski Kimberly M-07027900  Change lygatus
P_00005481| Moon, Courtney-79747570 e

Filter »
P_00005484| Wease Amanda 5-80397890 Sart .

P_00005486 | Stevenson,Danald W-32273710|  “nalyze
MNew Ad Hoc Grid

Kiesel,Heather M-03094340 |

3. Check the FTE and Distribution tabs to check if above issues are found.
4. If nothing appears within the FTE and Distributions tabs, calculate and allocate again.
5. Confirm the error has been fixed.

UBO_PSPE

40 Q_.-[Current‘rear of View: FY15 Q_.-[Current Scenario: SU_Budget @_.1 Current 5

Page 6201 Administration v Gao

Total Compensation Expense | Allocated Expense | Difference =
P_00004700 | Penrod, Gloria J-54782460 52,081 52,081 0 -
P_00005009 | To be Hired 1 70,700 70,700 1] :
P_00005132 |Fussell,Paula Y-91508010 297,558 297,598 0 :
P_00005259 | Johnson,Melba-87298 149 38,382 38,382 0
P_00005273 | To be Hired 3 129,700 129,700 1]
P_00005274 |To be Hired 5 147,840 147,840 0
| |P_00005374 | Cook,Patrica A-79057540 % % 0
P_00005478 | Adkinson, Janice L-92344280 58,615 68,615 0

NOTE: Position number P_00005478 no longer displays the red cell.
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Prior to submitting your requested budgets, the Push has to occur. This will occur every 2 hours
from 7 AM — 7 PM, Monday — Friday. On Saturday & Sunday, the push will occur every 2 hours
from 11 AM -7 PM
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All Funds Budget Submission

NOTE: You must be in Advanced Mode to work on the All Funds Budget Submission. After the
Push has occurred, Choose File > Advanced from Menu bar if needed.

12. Add overtime pay or
Budget addt’l earnings 13. Add a vacant position

Preparation 11. Promote a position, including Fringe

14. Calculate & Allocate Compen-
sation Budgets per Entity
10. Change FTE

. 15. Confirm calculations are correct
9. Remove an assignment

8. Employee status change 16. Copy Flat version
to Cut & Optimal

7. Assign a To-Be-Hired Employee
6. Assign an existing employee 1. HCP Push Validation

5. Calculate & Allocate Compensation Budgets per Edit

4. Delete a distribution

" 2. Budget Worksheet

3. Add an additional distribution toa current \
employee

2. Update current employee’s

distributions G data 3. Budget Worksheet-Level 0

accounts only
1. Run Distribution

Report
All Funds

4. Control Amount Used Budget

Forms for Budget Submission
Accessing Forms

Click on the “+” on the left hand side of Forms folder to expand.
Click on the All Funds Budget.
In the content area, you should see four forms.

Budget Worksheet

Budget Worksheet-Level 0 Accounts Only
Control Amount Used

HCP Push Validation
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OIRALCLE Enterprise Performance Management System Workspace, Fi

Mavigate Fie Edit Wiew Favorites Tools  Administration

# B & 7 Explore

HomePage UBO_PSPB - Select Data Form *

UBO_PSPE
= l’* Forms Naka Form
=+ 7 Human Capital Planning Budnet Workshest
l'-_"_ Support Units Eud?etl '-:'u:urkshtest -I:II_evel 0 Accounts Only
= Eunds Budaet antral Amounk se
I-j Al HCP Push Yalidakion

HCP Push Validation

This forms allows you to verify that “the push” has successfully completed and will display the

salary dollars entered via Budget Prep. You should verify this information prior to using the
other two forms.

1. Select HCP Push Validation form.

2. Choose your Entity from the Entity dropdown field.
NOTE: You may need to search for the appropriate Entity.

UBO_PSPE

01000000 - OFFICE OF PRESIDENT | #8 ||  101-CRRNT-NO_SOF + [#|  NoDepartment Flex

Page Go
? 1302| Lo |

et IEReE0E

13020100 - FR-ART-DIRECTOR I

13020300 - FR-YISUAL/DIGITAL RESOURCE CEN
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3. Choose your FundBudRefSOF from the FundBudRefSOF drop down field.

| UBO_PSPB

13020100 -FR-ART-DIRECTOR v |#|  101-CRRNT-NO_SOF ~ [#|  No DepartmentFlex v |d4|
Go
1100 - GENERAL ACADEMIC INSTRUCTION /| EETEIEEE s

||l 101-CRRNT-NO_SOF I -
L—seerprarnse—rn
101-CRRNT-HSCFCPA

Page

4. Choose your Dept Flex from the Dept Flex drop down field.

| UBO_psPE

13020100 -FR-ART-DIRECTOR v |#|  101-CRRNT-NO_SOF ~|#4|  0101INT - INTEREST TRANSFERS v |4 |
Go
1100 - GENERAL ACADEMIC INSTRUCTION v | 4| o del
Mo Department Flex | -

Page

NOTE: If your ChartField string does not include Departmental Flex, this field must display “No

Department Flex”. Type in “no de” into the search field, then choose No Departmentl Flex from
result list.

5. Choose the appropriate program from the Program drop down field.

| UBO_PSPB

13020100 -FR-ART-DIRECTOR v [#|  101CRRNT-NO_SOF ~ |#|  NoDepartmentFlex v ||
0100 - PHYSICAL PLANT ADMINISTRATION ~ | 4|
<Enter Search Text:> -

PRG_01

0200 - UTILITIES July August September Dctober -
5111/ PRG_02 N
0300 - BUILDING MAIMTENANCE
5111 PRG_03
0500 - CUSTODIAL SERVICES

Do OC

1100 - GEMERAL ACADEMIC INSTRUCTION I

Page
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6. Click Go button.

UBO_PSPE

13020100 - FR-ART-DIRECTOR - | i 101-CRRNT-NO_SOF ~ | 4 Mo Department Flex + | g4

Page
1100 - GENERAL ACADEMIC INSTRUCTION BRAN . |

Go

Verify the displayed data is what you expected to see pushed from Budget Prep. If the data is
unexpected or in error, return to Basic Mode and Budget Prep and make any needed
corrections.

Budget Worksheet
Salary data and fringe will automatically be populated from the Budget Prep push.

This form displays account categories and accounts that expand and roll up along with totals at
the bottom of the columns. Please note either this form or the Budget Worksheet — Level 0
Account Only form can be used to input budget. Both forms do the same thing they just have a
different view.

This form provides two years of actual expenditures, partial expenditures for the current fiscal
year, and current year final approved budget. The actual data include your expenditures only.

NOTE: It is not required to budget at the 8 digit DeptID level or GL account level. It is your unit’s
decision what level to budget. However, all data must be input at Level 0 members. Your State

Appropriation funds will be released at whatever level you budget here so please make sure you
budget at whatever level you want your State Appropriations released at for the next fiscal year.

If you plan to budget at a higher level, you also need to select one 8 digit DeptID. For example
Enroliment Management, if you plan to budget at Office of Admission, Office of Registrar’s
Office and VP of Enroliment Management areas, you can select DeptID 03020000 for Office of
Admission, DeptID 03030000 for Office of Registrar and 03010000 for VP of Enrollment
Management. You don’t have to go down to 03020100 or 03020300 deptID level.

Similarly, if you plan to budget at GL account level, select the GL accounts you need to budget
to and input your value. If plan to budget at higher level, for example, if you want to budget at
Contractual Services level, pick one GL account under Contractual Services and input your
value. You can either pick the GL account where you spend most of the Contractual Services or
pick the GL account “71000 - Contractual Services”. We will release State Appropriations at the
600000 650000 and 700000 categories as we have in the past.

1. Select your Department from the Entity drop down field (if needed).
2. Select the appropriate FundBudRefSOF, Dept Flex (if needed) and Program.

3. Then click the Go button.
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LBO_PSPEB

13020100 - FR-ART-DIRECTOR v | 4| 101-CRRNT-NO_SOF ~ | #4| No Department Flex
Page
1100 - GENERAL ACADEMIC INSTRUCTION JRL. )
FY15 FY1s FY14 FY13 FY12
Budget Budget Actual Actual Actual
Control Waorking Final Final Final Final Final

NOTE: The upcoming fiscal year appears first in the workspace, following by the previous 3
fiscal years.

The upcoming fiscal year will display 3 budget columns:
e Control —this is the initial budget the Budget Office inputs for the new fiscal year

e Working - this is your working budget. This is where you amake your plans for
spending for the fiscal year.
e Final —this is your final, confirmed budget for the fiscal year and the Budget Office will
populate this column once everything has been finalized.

Seeding Budgets
Seeding budgets allows you to take budget data from current or previous fiscal year(s) and
populate your Working budget for the upcoming year. This process allows you to quickly add
data to use as a starting point for budgeting without having to manually enter large amounts of
budget data.

1. Right-click the upcoming fiscal year Working budget column header.

2. Point to Seed Budget...from menu.

UBO_PSPB

Page

13020100 - FR-ART-DIRECTOR v | #4 |

1100 - GENERAL ACADEMIC INSTRUCTION - IEI

101-CRRNT-NO_SOF v | #4 ]

MNo Department Flex

Hyperion Budgeting

611110 - FACULTY-EAR

FY15 FY14 FY14
Eudgst Budget Actual
Control Workino | Einal Final Final
Seed Budget... 3
SEEWTINal UCIﬂJII-:- L3
Show Control Accounts
Minimize 1,421,353
Restore
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3. Click from Current year (YTD) Actual.

FY15 F¥14 Fyid4 |
Budget Budget Actual
Wiorki i Firal Firal

d Buag

Seed Final Version... »| from Current Year (YTD) Actual
Show Control Accounts »| oM Prior Tear Actual

4. Scroll down to confirm non-salary accounts have seeded correctly.
NOTE: you will notice that Salary account (600’s) do NOT reflect the data from the
current year Actual. Salary data is pushed over from Budget Prep and is not editable in
All Funds Budget (Budget Submission). If you wish to make a change to salary data,
you must return to Budget Preparation and make the change there.

OPS and Operating Cost account should display the seeded data from the chosen fiscal
year.

5. After confirming your Working column has been seeded correctly, click the Save button.

Navigate File Edit Miew Favorites Tools Help

A B & % Boploe B » E rd o E _P = ™iE BN Elﬁ o

HomePage UBO_PSPB - All Funds Budget - Budget Worksheet *

ORACLE Enterprise Performance M g t System Worksp Fusion Edition Logged in as shericviewer | Help | Log C

UBO_PSPB
=l [, Forms
+| 2 Human Capital Planning 13020100 - FR-ART-DIRECTOR v | 4| 101-CRRNTNO_SOF v |84 No Department Flex =
=a ) Page
[ Support Units 1100 - GEMERAL ACADEMIC INSTRUCTION EI
I All Funds Budget FY15 Fyi4 FyY14
Budget Budget Actual
Control Working Final Final Final
IUEN UFS FTNYE GENETT PO FIT Fran
650000 - OPS SAL EXP (4) - BUI 274,675
Other Personal Svcs Contral 125,000
[=IDther Personal Services 125,000 121,221 274,675 121,220
719300 - OTHER PAYMENTS 100 100
[=Contractual Services 100 100
— 733000 - BUILDING MAINT & 72 272
OPERBUD-CalcBudgetiorkshest
OPERBLD-PopulateAccount [=Building Maintenance and Sup 272 272
4
742100 - REPAIRS and MAI

NOTE: Data may be entered manually into any white cell, instead of seeding, if desired.
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Budget Worksheet-Level 0 Accounts Only
Salary data and fringe will be automatically be populated from the Budget Prep push.

This form only displays accounts and the accounts don’t expand (roll up). You will also not see
totals at bottom of columns. Please note either the Budget Worksheet form or this form can be
used to input budget. Both forms do the same thing they just have a different view.

This form provides two years of actual expenditures, partial expenditures for the current fiscal
year, and current year final approved budget. The data in this form is read-only. The final
approved current year budget data is based on your budget in Budget Prep (salary portion) and
All Funds Budget (OPS and other expenditure portion).

NOTE: It is not required to budget at the 8 digit DeptID level or GL account level. It is your unit’s
decision what level to budget. However, all data must be input at Level 0 members. Your State
Appropriation funds will be released at whatever level you budget here so please make sure you
budget at whatever level you want your State Appropriations released at for the next fiscal year.

If you plan to budget at a higher level, you also need to select one 8 digit DeptlD. For example
Enrollment Management, if you plan to budget at Office of Admission, Office of Registrar’s
Office and VP of Enroliment Management areas, you can select DeptID 03020000 for Office of
Admission, DeptID 03030000 for Office of Registrar and 03010000 for VP of Enrollment
Management. You don’t have to go down to 03020100 or 03020300 deptID level.

Similarly, if you plan to budget at GL account level, select the GL accounts you need to budget
to and input your value. If plan to budget at higher level, for example, if you want to budget at
Contractual Services level, pick one GL account under Contractual Services and input your
value. You can either pick the GL account where you spend most of the Contractual Services or
pick the GL account “71000 - Contractual Services”. We will release State Appropriations at the
600000 650000 and 700000 categories as we have in the past.

1. Select your Department from the Entity drop down field (if needed).
2. Select the appropriate FundBudRefSOF, Dept Flex (if needed) and Program.
3. Then click the Go button.

UBO_PSPB

13020100 - FR-ART-DIRECTOR - | i 101-CRRNT-NO_SOF - | i Mo Department Flex ~ | 4 g
Page -
1100 - GENERAL ACADEMIC INSTRUCTION IRl |
FY15 Fy14 Fy14 FY13 Friz
Budget Budaet Actual Actual Actual
Control Warking Final Final Final Firal Final
FTE
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NOTE: The upcoming fiscal year appears first in the workspace, following by the previous 3

fiscal years.

The upcoming fiscal year will display 3 budget columns:

e Control —this is the initial budget the Budget Office inputs for the new fiscal year
¢ Working — this is your working budget. This is where you amake your plans for
spending for the fiscal year.

e Final —this is your final, confirmed budget for the fiscal year and the Budget Office will
populate this column once everything has been finalized.

Seeding Budgets

Seeding budgets allows you to take budget data from current or previous fiscal year(s) and
populate your Working budget for the upcoming year. This process allows you to quickly add
data to use as a starting point for budgeting without having to manually enter large amounts of

budget data.

1. Right-click the upcoming fiscal year Working budget column header.

2. Point to Seed Budget...from menu.

UBO_PSPB

13020100 - FR-ART-DIRECTOR  ~ | 4

Page

101-CRRMT-NO_SOF ~ |84

1100 - GENERAL ACADEMIC INSTRUCTION - | i

No Department Flex  ~ | B4

611110 - FACULTY-EAR

FY15 FY14 FY14
Eudgst Budget Actual
Control Working | Einal Final Final
Seed Budget... 3
SEEUTINar YT ﬂ..lll--- L3
Show Control Accounts »
Minimize 1,421,353

Restore

3. Click from Current year (YTD) Actual.

FY15 FY14 FY14
Budget Budget Actual
Wiocki Firal Firal

d Buag
Seed Final Version... »| from Current Year (YTD) Actual
Showe Control Accounts p|  Trom Prior Year Actual
—_Mirimiza from Prior Year 2 Actual

4. Scroll down to confirm non-salary accounts have seeded correctly.

NOTE: you will notice that Salary account (600’s) do NOT reflect the data from the
current year Actual. Salary data is pushed over from Budget Prep and is not editable in

All Funds Budget (Budget Submission).
you must return to Budget Preparation and make the change there.
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OPS and Operating Cost account should display the seeded data from the chosen fiscal
year.

5. After confirming your Working column has been seeded correctly, click the Save button.

t System Worksp Fusion Edition ogged in as shericplanner | Help | Log OFf o

DRACLE' Enterprise Performance M

Fie Edit *  Favorites Tools Help

B 2 Explore | Bl & & # E 12l iR 9 E

-
[ UBO_PSPE - All Funds Budget - Budget Worksheet - Level 0 Accounts Only * search | © -

UBO_PSPE =)
= .--‘. ] =
2. Fo:ms @ SeedBudgetFromCurrentActual was successful, =] =

#| |~ Human Capital Planning
7 &l Funds Budget
b . 13020100 -FR-ART-DIRECTOR ~ M|  101-CRRNTNO_SOF ~+ |#|  NoDepartmentFlex v ||
I Support Units Page Go
1100 - GEMERAL ACADEMIC INSTRUCTION - El
FY15 FY14 FYi4 B
Budget Budget Actual
Control Working Final Final Final -
734200 - COMPUTER. SOFTWARE 500 500 o
734800 - ATTRACT-COMP EQUIP (NOT CAF) 1,500 1,500
738000 - MISC COTHER. SUPPLIES 275 275
793300 - SPECIALTY PRINTING 0 20
E| 793500 - PRINTING REPRODUCTION - OTHER E
OPERBUD-CalcBudgetWorksheet 794100 - FREIGHT 100 100
OPERBUD-PopulateAccount 713000 - ADVERTISING | MARKETING =00 500
771100 - IN STATE TRAVEL 300 300
771200 - OUT OF STATE TRAVEL 2,000 2,000
772000 - FOREIGM TRAVEL 1,000 1,000 I
791000 - MEMBERSHIPS and DUES 800 800 -
797100 - PATIENT CARE COSTS 124 124
799500 - MISCELLANEOUS OPERATING EXP 867 867 i
< [ | vl [ | 3 _
4 [ o

NOTE: Data may be entered manually into any white cell, instead of seeding, if desired.
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Adding Missing Accounts
The adding missing accounts procedure allows you to add accounts that were not previously
used but will be needed and used in the future.

1. Within the Content Pane on the left side of your screen, you will see a rule labeled
OPERBUD- PopulateAccount.

M UBO_PSPB - All Funds Budget - Budget Worksheet *

=l l;‘ | Forms
| [‘ Human Capital Planning
I Support Units
| All Funds Budget

OPERBUD-CalcBudgetiWorksheet

‘

£ ] OPERBUD-PopulateAccount

Hyperion Budgeting

UBO_PSPE

13020100 - FR-ART-DIRECTOR ~ | 4|
Page

101-CRRNT-MO_S0OF
1100 - GEMERAL ACADEMIC INSTRUCTION - IEI

FY15
Budget
Control Waorking
[=Postage and Freight 27
713000 - ADVERTISING [ M4
[=ladvertising/ Marketing
F71100 - IM STATE TRAVEL
F71200 - OUT OF STATE TR, 10,038
F72000 - FOREIGM TRAVEL 2,400
[=Travel and Training 12,438
791000 - MEMBERSHIPS anc 650

731100 - SUBSCRIFTIONS

[=Dues and Subscriptions
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2. Double-click the OPERBUD-PopulateAccount rule.

From the Runtime Prompts window, indicate the account you wish to add.
NOTE: Do NOT change any of the other fields in this window.

3. Click the Account Select Members button.

’ -
(=% Runtime Prompts - Windows Internet Explorer EIEIQ

PopulateAccount

=+ Select Account(s) to add:

"Select Account™ CE

7 DO NOT CHANGE (Set By Farm)

m
.

"Mo Commitment Source™ CE

W DO NOT CHANGE (Set By Form)

"Mo Cost Pool” CE

7 DO MOT CHANGE (Set By Form)

"Moo Dept Flex™ CE
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You will drill-down and locate the account you wish to add within the left Member Name column.
NOTE: When adding OPS Salary accounts please choose the second choice in the list as the
first choice in the list is the pre-fringe benefit pool account and this account is no longer active.
You will not be able to input data into this account cell once added.

In this example, we are going to add an additional Travel account.

4. Click the Total Accounts Expand icon.

5. Click the Net Revenue and Expense Expand icon.
6. Click the Total Expense Expand icon.

7. Click the Operating Expenditures Expand icon

8. Click the Other Operating Expenses Expand icon

7 — =~
@ Cracle Hyperion Planning, Fusion Editicn - Windows Internet Explorer - Elﬂlg
Member Selection
Dimensions | Account jl

Members | Variables

FE 00 [[Pder V. mE @ AV B

Member Name - Member Name |
~| Account 0 | Account |
=] Total Accounts "Select Account”™
| Equities E E
| Net Revenue and Expense |
*| Total Revenue 4 i
—| Total Expense
N =| Dperating Expenditures =] |
il | Salaries and Benefits
| Other Personal Services ﬂ
| Dther Operating Expenses
| Cantractual Services ﬂ i
| Building Maintenance and Supplies
| Moter Fuels and Lubricants
*+| Repairs and Maintenance il
] = ml:ur_rr_ — 3 4 T | »

9. Scroll down, as needed.
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10. Click the Travel and Training Expand icon.
11. Click the 771005 object.

- — —
@ Oracle Hyperion Planning, Fusion Editicn - Windows Internet Explorer E@u
Member Selection
Dimensions | Account E|
Members | Variables
B [ PWNE T W E # A #
Member MName - Member MName
| Food -| Account
| Advertising/ Marketing "Select Account”™
—| Travel and Training w
| 771005 |
771006 e
F71100 —
771200 |
F72000 =
F72005 i
F72006 '
773000
=
773005 J
773006
F74000
[0 [ o VYRR [ M) S € ey v
ol 1n + q I ] »

12. Once you have located the desired account, you will move it to the right side Member
Name Column.

13. Only the accounts listed on the right side will appear in your worksheet.
14. Click the Right-pointing Select arrow.
15. Confirm the correct account appears on the right side.

16. Click the OK button.

Hyperion Budgeting 96




3 —
,@ Oracle Hyperion Planning, Fusion Edition - Windows Internat Explorer Eléu

%

Dimensions | Account |3|

Members | Variables

R 2020 [[|Pdwe V.9 E @ AV 4

Member Name - Member Name

| *| Food ~| Account

+| Advertising/ Marketing "Select Account”™
=| Travel and Training 771005

F71006
771100
771200
772000 H
772005
F72006
773000
773005
773006
F7A000

th e & &

JERLIR VORGSR T

4| m | 3 4 m | ¥

17. Click the Launch button.

-
Q Runtime Prompts - Windows Internet Explorer

PopulateAccount

Select Account(s) to add:

"Select Account”, 771005

W DO NOT CHANGE (Set By Form)

"No Commitment Source” g,

DO MOT CHANGE (Set By Form)

"Mo Cost Pool” W,
T DO MNOT CHANGE (Set By Form)
"Mo Dept Flex™ W,

Create runtime prompt values file
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18. After launching the rule, you will receive a confirmation message.

19. Click the OK button.

.
Message from webpage u

lx Rule was run successfully

20. Click the Refresh button from toolbar.

Edi View  Favorites

Explore Bl® E
L

21. Scroll down to verify the new account has appeared in your worksheet.

22. Notice the new account now appears in the Travel and Training section.

M UBO_PSPB - All Funds Budget - Budget Worksheet - Level 0 Accounts Only * Search 0 A
UBO_PSPB
= 7 Forms
1 9 Human Capital Planring 13020100 -FR-ARTDIRECTOR ~ |[#4| ~ 101.CRRNTNO_SOF =~ |#4|  NoDepartmentFlex +

i?‘ Al Funds Budget Page

] 1100 - GENERAL ACADEMIC INSTRUCTION ~ | #4 |
I_.“ Support Units

FY15 Fri4 Fr14 -
Budget Budget Actual
Control Working Final Final Final -

734200 - COMPUTER SOFTWARE 500 o

734800 - ATTRACT-COMP EQUIP (NCT CAF) 1,500
738000 - MISC OTHER SUPPLIES 275
793300 - SPECIALTY PRINTING 20
793900 - PRINTING REPRODUCTION - OTHER
E| 794100 - FREIGHT 100
OPERBUD-CalcBudgetWorksheet 713000 - ADVERTISING | MARKETING 500
(OPERBUD-PopulateAccount 771005 - DOMESTIC TRAVEL (5) - BUD ONLY 0
T T o R TTeRTEr 300
771200 - OUT OF STATE TRAVEL 2,000 =
772000 - FOREIGN TRAVEL 0 1,000

791000 - MEMBERSHIPS and DUES
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23. Click within the Foreign Travel cell of the appropriate budget column.
24. Enter the amount you wish to budget for that acount. For this example, enter “100”.

25. Click the Save button.

NOTE: This account will remain in your worksheet as long as you budget for it by placing a
value in the cell.

NOTE: If you decide you don’t need/want to budget for this account, you can clear the cell of all
data and save the worksheet. The account will no longer appear. Or, if you enter a “0” into the
cell the account will remain visable (as long as you did not suppress zeros in your user
preferences) for the current fiscal year.

Comments, Supporting Details and Documents

To elaborate on or explain the data entered into any cell, you may choose to add comments,
supporting details or documents to the appropriate cell.

Adding Comments

1. Right click on the cell to which you wish to add a comment.

2. Choose Insert Comment.

= Bulding Maintenance and Supples 1,500 1,500
740000 - REPAIRS AND MAINTENANCE — 13.0001 15,000
L SeedFinal Yersion... »}
741100 - REPAIRS AND MAINT - BUILDIN Eat n
742200 - MAINTENANCE CONTRACTS - § [ Adpst »
Repars and Mant ] L
“Repars enance I 000
|_Siwoortng Detal: %]
711700 - DATA PROCESSING SERVICES Add/Edit Document  noy)
| lodAniock Cels |
-Data Processing [Analyze 1000
732100 - OFFICE SUPPLIES - GENERAL | MNewAdHocGrid  |hon

3. Type in the desired comment.

4. Click the Submit button.
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{2 Comment - Windows Internet Explorer =@ ® |

& Dept Flex; No Deot Flex ¥ FundBudRefSOF; o Fund Wop: A
+4Entity: 62010000 - HRAR ADMINISTRATION| . & Cost Pool: General Adamin | @ Commitmen
FY15

BegBalance
Budget

Working Cut

Working Cut Comment -

You can tell a cell has a comment attached by noted the icon that appears in the upper, right
corner of the cell.

LeJauug

740000 - REPAIRS AND MAINTEMNAMNCE

13,000
s

741100 - REPAIRS AND MAINT - BUILDIN

Editing Comments

1. Right-click the cell that has a comment.

2. Click the View Comment option.

13,000* 15,000
N Seed Final Version... »
Edit 3
Adjust 3
View Comment

Delete Comment hl
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3. Change your comment as needed.
4. Click the Submit button.
Deleting Comments

1. Right-click the cell that has a comment.

2. Click the Delete Comment option.

13,000* 15,000
M Seed Final Version... #||
- Edit Ll
Adjust b
View Comment

. Delete Comment h‘
Supporting Detail

[=IBuilding Maintenance and Supplies

740000 - REPAIRS AND MAINTENANCE
13,000

741100 - REPAIRS AND MAINT - BUILDIM

NOTE: Comments can be added to a level 0 member or parent member.
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Supporting Details
This function allows you to add calculations or aggregate lines to your budget cells. For example
Travel and Training, you can add the airfare cost, lodge, meals etc. to the cell as supporting

details.

Adding Supporting Details
1. Right-click in cell to which you wish to add supporting details.

2. Select the Supporting Detail option.

37,000 3
771100 - IN STATE TRAVEL
7,200
771200 - OUT OF STATE TRAVEL feed For aEni, |
=ITravel and Training Edit b
Adjust b
791000 - MEMBERSHIPS and DUES Insert Comment
791200 - PROFESSIONAL LICENSES pporting Deta
— Add/Edit Docume
[=IDues and Subscriptions Lock/Unlock Cells

The Supporting Detail window will pop up for you to enter the supporting detail.

Supporting Detad
® Account: 771100 - IN STATE TRAVEL @ Dept Flex: No Dept Flex @ FundBudRefSOF: No Fund  ® Program: No Program
® Entity: 62010000 - HA-MR ADMINISTRATION @ Cost Pocl: General Admin  ® Commitment Source: Support Unit Funding

Add child Add Sibing | Dalete | Dalete Al - M Vs D TRcEARD
Fr15 |

BagBalance
Budger
Working Cut
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You can add as many detail lines as needed. In this example, we will add Airfare and Hotel
costs.

3. Type in the description of the first detail line in the Untitled field.

4. Tab over and type in the amount of this detail line.

® Account: 771100 - IN STATE TRAVEL ® Dept Flex: Mo Dept Flex

® Entity: 62010000 - HR-HR ADMINISTRATION  ® Cost Pool: General A

Add Child Add Sibling Delete Delete All Prom
Y15
BegBalance
Budget
llrarbin; it
Airfare + v 3000
Totan, il 3,000

5. To add an additional line on the same level, choose the Add Sibling button.

® Account: 771100 - IN STATE TRAVEL @ Dept Flex: No Dept Flex

® Entity: 6200000 - HE-HE ADMINISTRATION @ Cost Pool: Gener
Add child | | Add sibling 4 Delete Delete Al F
- FY15
BegBalance
Budget
Working Cut
_Airface + - 3,000
M., + v
Total: 3,000
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6. Type in a description for the second detail line.

7. You will click the Add Child button if you need to include a calculated detail line. In this
example, we will input the calculations that contribute to the lodging costs.

® Account: 771100 - IN STATE TRAVEL @ Dept Flex: No Dept Flex
® Entity: 62010000 - HR-HR ADMINISTRATION @ Cost Pool: Gene

Add Child Add Sibling Delete Delete All
w FY15
BegBalance
Budget
Working Cut ‘
Airfare + v 3,000,

NOTE: A child detail line will appear slightly indented from the previous parent line.

8. Type in the description of the child line.
NOTE: In this example, we are calculating 32 days of lodging at $125 per night.

® Account: 771100 - IN STATE TRAVEL @ Dept Flex: No Dept Flax
® Entity: 62010000 - HR-HR ADMINISTRATION @ Cost Pool: Gener

AddChild  Add Sibling  Delete = Delete All
FY15
BegBalance
Budget
Working Cut
Airfare + - 3,000
Lodging + v 125
Hotel Rate + v 125
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9. Click the Add Sibling button to add an additional detail line directly below Hotel Rate.

® Account: 771100 - IN STATE TRAVEL @ Dept Flex: No Dept Flex
® Entity: 62030000mtRabf-Biisal RATION @ Cost Pool: Gener

Add Child Add Sibling Delete Delete All
t} FY15
BegBalance
Budget
Working Cut
Airfare + T 3,000
Lodging + v 125
Hotel Rate + * 125
e [+ -
|_ Total: | 3,125

10. Add the appropriate description for the new detail line.

11. Select the appropriate operator symbol for the calculation.
NOTE: In this example, we will be multiplying the Number of Days by the Hotel Rate to
determine the expected In-State travel expenses for the Working Cut budget.

® Account: 771100 - IN STATE TRAVEL @ Dept Flex: Mo Dept Flex
® Entity: 62010000 - HR-HR. ADMINISTRATION @ Cost Pool: Gene

AddChild AddSibling = Delete = Deleteall = F
[ s
BegBalance
Budget
Working Cut
Airfare + - 3,000
Lodging + T 125
Hotel Rate + - 125
[Humber of Days | + =
| " 3,125

Help m
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12. Enter the appropriate number of expected travel days.

® Account: 771100 - IN STATE TRAVEL ® Dept Flex: No Dept Flex @
® Entity: 62010000 - HR-HR. ADMINISTRATION @ Cost Pool: General Ad

Add Child Add Sibling Delete Delete All Fro
FY15
BegBalance
Budget
Working Cut
Airfare - 3,000
Lodging + - 4,000
Hotel Rate + T 125
Number of Days = - 3

| Total: 7,000

NOTE: The Total field will automatically calculate.

13. When all supporting details have been entered, click the Save button.

| Refresh | Save | Cancel

14. Scroll down and notice that the cell(s) with the supporting detail will now be blue/green.

37,000
F71100 - IN STATE TRAVEL
7,000
F71200 - OUT OF STATE TRAVEL
7,500
= Travel and Training
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NOTE: You can also tell if a cell has supporting details attached, by pointing to the blue/green
cell and noticing the message that appears.

7,000 7,300 7

™,
[
Row 771100 - IN STATE TRAVEL. Column FY15
Budget Working Cut

This cell contains supporting detail

Editing/Deleting Supporting Details
1. Right-click the cell that has the Supporting Details you want to edit or delete.

2. Choose Supporting Detail. The supporting detail window will pop up for you to edit or
delete.

|
7 nnn ! 75

| Seed Final Version... »
— Edit 3
Adjust 3

Insert Comment

— Supporting Detail A
Add/Edit Document

Lock/Unlock Cells

3. Edit the values as needed or click the appropriate Delete button (Delete or Delete All).
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Supparting Detail

® Account: 771100 -IM STATE TRAVEL  ® DeptFlex: Mo Dept Flex  ® Fury

® Entity: 62010000 - HR-HR ADMINISTRATION _® Cost Pool: General Admin
Add Child Add Sibling Delete | Delete All [ Promote

BegBalance
5U_Budget
Warking Cut
Airfare + - 3,000
Lodging + - 4,000
Hotel Rate + - 125

MNumber of Days

NOTE: Clicking Delete All will remove all Supporting Details from the cell.
4. Click the Save button.

After saving, you will determine whether you wish to remove the value and the supporting
details from the cell on the main screen, or just delete the supporting details.

e Choosing Yes - all data will be removed, including the cell value.
e Choosing No - only the supporting details will be deleted.

Supporting Detail

® Account: 771100 - IN STATE TRAVEL  ® DeptFlex: No Dept Flex  ® FundBudRefSOF: Mo Fund ~ ® Program: Mo Program
® Entity: 62010000 - HR-HR. ADMINISTRATION ~ ® Cost Pool: General Admin ~ ® Commitment Source: Support Unit Funding

AGa L Add Sibling veleE EIEIE Al Fromote LDemote Move Uup MIovE LDown Luplicate Koy

There are no numeric values de; ; values for these cells in Essbase?
Yes, set the value to #missing.
Mo, leave the value as is.

In this case, we will remove the supporting details, but leave the value in the cell.

5. Choose No, leave the value as it is.

6. Scroll down and confirm the supporting value has been removed from the cell(s).
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Working Cut Wor
37,000

771100 - IN STATE TRAVEL

7,000
771200 - QUT OF STATE TRAVEL

7,500
ITravel and Training

Adding Documents
This function allows you to attach a document to a cell. You need to import the document file
into Hyperion first. Once in Hyperion, you can then add the file to any desired cell.

Import files into Hyperion

1. Click on Explore button from Menu bar.

Mavigate File Edit View

A K 5| boplore B

HnmeFanea

HomePage UBO_PSPB - All Funds Budget - Budget Worksheet - Level 0 Accounts Only

Search _ ® Advanced
Folders / =3
-| [[J Root 1| #|Name Type Madified Description
[ Human Resource [£) Human Resource Folder 11/4/13 3:10 PM
Sample Content Sample Content Folder 12/8/10 2:24PM Contains sample data loaded up at install time.
#1 ) Shared Workspace Pages [ shared Workspace Pages Folder 6/4/13 3:23 PM
Sample Report.docx MS Word File 4/4/13 1:57 PM

You should see a folder created for your support unit. For example, Human Resources will see

a folder for Human Resource. This is the only folder you have access to. You have full control of
this name. You can add, edit or delete files in this folder.

Folders
= [ Root

[EJ Human Resource

7 sample Content E}
+| [[J shared Workspace Pages
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3. Select your folder, go to File > Import > File.

View Faworites  Tools

FIORETLES. .. Alt+Enter oy
Subscribe. .. File Az Job...
Preferences...

Log Off
Exit

4. A new window will pop up. Click the Browse button.

Financial Reporting Documents...

General Properties
Fillin the full path name of the file you want to import, or use the Browse button to find it on yol
description for the new file. Click Next to upload the file.
* File
Multiple Files

r system. Also provide a name and optionally a
Browse... |

* Name: [

Description:
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5. Navigate through your file system, select the file you want to import, click Open.

|2 Choos File to Upload

o~ - -
€ e M Deskiop » - || Search Desktop
= N —— il
Organize v New folder i 0 @
& Favorites i - Libraries . images
M Desktop A MitchellRonda . Ronda Duties
18 Downloads | rmitchell on BA-HR-052 || Ronda Projects

(E"‘j Recent Places

Bl Desktop

= Libraries
@ Documents
Jl Music
[&=] Pictures
I Videos

A MitchellRonda

1M rmitchell on BA-|

ﬁ Metwork
18 AP-OACR-0201
14 BA-BG-001
18 BA-HR-001
18/ BA-HR-002
14 BA-HR-003 o

ﬁNmork

71 Camtasia Studio 7
[E8CTS HelpDesk

o+ desktop.ini

(& FlipShare

@GameSalad Creator

glcmp 2
@iTunes

@ Mediasite Editor 2.4

. Ronda's Classes

. STUFF
. video

5 BA-HR-014.rdp

B[ BitKinex

@) Mediasite Editor 6.0

(2D Mozilla Firefox
(@b Safari

r,_‘l VLC media player
. audio

. Browsers

. Class Resources

Sample.docn |

Course Update Worksheet.xlsx

File name: Sample.docx

6. Click Next button.

b |

General Properties

Fill in the full path name of the file you want to impart, or use the Browse button to find it on your system. Also provide a name and optionally a

description for the new file. Click Next to upload the file.

* File:
Multiple Files
* Name:

Description:

\ad. ufl.edu 'R \Home\mitchell\Desktop

|5ample. docx

| concel ||
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7. Click Next button.

1. Choose File
.~ Advanced Options

3. Permissions MIME type: M5 Word File {.docx,.doc) +

Hidden fle

[[JAuto-delet= file on thisdate: Mov + 5 ¥ 2013 v at 3 ¥: 03 v PM ¥

[C1f exceptions are generated, allow users to add to their Exceptions Dashboard
Automatically generate keywords

— T

Keywords:

o
Help back L| Next U Fingh L| Cancel
8. Click Finish button.
1. Choose File
2. Advanced E Groups | Roles Selected Users, Groups and Roles:
3. Permissions == | Name |T¥PE ‘RCCEE;
¥
4
| begin with |1|| | | Make these the default permissions for &l files Iimport.
e
Help

NOTE: You can assign permissions to selected users to allow other users to view or update this
file. If you don’t want to grant any access to other users, click “Finish”. The file is attached.

Hyperion Budgeting 112




To grant permssions to others:
a. Select the search value of either User ID, First name or Last name.

Decide how to search as either begin with, contain or are in group.
Type in the value for which you are searching.
Click Update List button.

Select the name in the left Name column.

-~ 0o 2 0o O

Click the right pointing selection arrow.

Confirm appropriate person(s) appear in Selected Users, Groups and Roles

Q

section.
h. Select each person and choose the appropriate access level from the
Access drop down field. Options are: no access, view, modify and full

control.

Selected Users, Groups and Roles:

MName Type |Access
Lizette Classen (... User  Full Control
College Budget (... User  Full Control
Ronda Mitchell {r... User Mo Access -
Mo Access
Wien
Job Dutput Snlky
Modify
Full Contral

i. Click the OK button.
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| Permrmions |

[ umors Gmem B Secied ity Grcapa o ke

S e e e

Ielan Towe T defmt permasory for ol Sew Dimport.

g st EES

Adding Documents

You are now ready to add the file to a cell.

1. Right-click the cell to which you wish to add the document.

2. Choose Add/Edit Document.

[=ladvertising Marketing
F71005 - DOMESTIC TRAVEL 100
771100 - IN STATE TRAVEL 05
771200 - OUT OF STATE TR 10,038
772000 - FOREIGN TRAVEL S r
Seed Final Version... »
[=ITravel and Training Show Control Accounts p
791000 - MEMBERSHIPS anc B r
Adjust 1
791100 - SUBSCRIFTIOMS Insert Comment
5 ting Detail
[=Dues and Subscriptions uppu::r. e
Add [Edit Document
F97100 - PATIENT CARE CC Lock/Unlock Cells

3. Click the Browse icon from the Add/Edit Document window.
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@ Add/Edit Document - Windows Internet Emlomr-_—‘éléu

Insert a hyperlink to a document, or browse to the Workspace to attach—

(For example, http:/f...)
® Cost Pool: Mo Cost Pool ® Commitment Source: Mo Commitment Source ® Entity: 13020100 - FR-ART-DI
® Dept Flex: Mo Department Flex ® Program: 1100 - GEMERAL ACADEMIC INSTRUCTION
Fy14 =
BegBalance
Budget
Warking
| 771200 - OUT OF STATE TRAVEL o I
Q&
| - |
Help | Clear | | Subrmit | | Cancel | |

4. Double-click your folder to open it.

S HndnAeT Wnekshaat M WS il =0 s W

| Select

Loaok in: ||E;.- Foot

=== I
[] Human Resource
1| LI Sample Content L\‘-? Fal
- | [[) shared Workspace Pages Fol
| Sample Report.docx

5. Select the desired file and click OK.
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Look in: | [ Human Resource M‘@ )

Mame & |Tvpe |U'M".Er |Ereated
) sample. docx MS Word File shericplanner 11/4/13 3:10F

4 I 3

MName: |53|'|'|P‘E-d°0f |

Type: | E% Al Files el

Version: | w1-11/4/13 3:10 PM |:||
—

Help ok .| [ancel

6. Click Submit on the Add/Edit Document window.

[ @ Add/Edit Document - Windows Internet Explorer .

Insert & hyperiink to & document, or browse to the Workspace to attach a document,
(For example, hittpe//...)

® ... ~x:HoDeptFlex ® FundBudRefSOF:MNoFund ® Program: NoProgram @ &uﬁ,smm-mmmnmm
® Cost Pool: General Admin @ Commitment Source: Supart Uinit Funding

FY15
BegBalance
Budget
Wirking Cut
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7. Scroll down and confirm the file is attached. You will see an icon in the upper, right

corner of the cell.

FY15
t
Working Cut Working Optimal Working Flat
[=ISalaries and Benefits 68,615

655110 - STUDENT ASSISTANTS-EAR! 16,000 18,061 | 25,000
[=iStudent Assistants Salaries 16,000 18,061 25,000

655120 - STUDENT ASST-EARN FRNG
_ Row Student Assistants Salaries. Column FY15
=Student Assistants Fringe Benefit Budget Working Cut

This cell is read-only

659110 -~OTHER OPS 60, This cell has a document attached

[=Other OPS Salaries 60,000/ 67,025 75,000

NOTE: When you mouse over the cell, you will also see a message indicating a document is
attached.

Opening Documents

1. Right-click on the cell that contains the document you want to open.

2. Click the Open Document option.

655110 - STUDENT ASSISTANTSEAR. 16,000 18,06
[=5tudent Assistants Salaries 16 Ann 18 |
Seed Final Version... »
655120 - STUDENT ASST-EARN FRNG Edit ,
Slstudent Assistants Fringe Benefit Adjust »

Insert Comment
Supporting Detail
Add/Edit Document
Open Document
LockfUnlock Cells
Analyze

Mew Ad Hoc Grid

659110 - OTHER OPS EARNINGS

Elother OPS Salaries

659120 - OTHER OPS FRIMGE POOL

[=lDther OPS Fringe Benefit Pool

3. Click Open.
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Windows Internet Explorer . |

What do you want to do with Sample.doc?

Type: Microsoft Werd 97 - 2003
From: gat-budget.erp.ufl.edu

2 Open
The file won't be saved automatically. I}

=+ Save

2 Save as

Cancel

NOTE: If the document is Excel file, the file will open in Excel. You will see login screen popup
(it may pop up a few times), Click “Cancel”, the file will open in Excel. Open document function
doesn’t always work. Enterprise Systems is aware of this issue and working on the resolution.

Removing Documents from the Worksheet
1. Right-click the cell that contains the document you wish to remove.

2. Click the Add/Edit Document option.

[=Salaries and Benefits 68,615
655110 - STUDENT ASSISTANTS 16,000 18,06
[=Stydent Assistants Salaries 18,06
Seed Final Version... »
655120 - STUDENT ASST-EARN FRNG P, Edit
[=Stydent Assistants Frinae Benefit Adjust
Insert Comment
659110 - OTHER OPS EARNINGS Supporting Detai 02
[=Other OPS Salaries Add/fEait Docaume
Open Document
659120 - OTHER OPS FRINGE POOL Lock/Unlock Cels
=Other OPS Frinae Benefit Pool Analyze
New Ad Hoc Grid
[=10ther Personal Services 7 y

3. Click the Clear button from the Add/Edit Document window.
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g e = T T ————
& Add/Edit Document - Windows Internet

Insert a hyperiink to a document, or browse to the Workspace to attach a document.
(For example, http://...)

® Dept Flex: No Dept Flex @ FundBudRefSOF: No Fund @ Program: No Program @ Entity: 62010000 - HR-HR ADMINISTRATION
® Cost Pool: General Admin @ Comeitment Source: Support Unit Funding

FY1S

BegBalance

Budget

Working Cut

th&s&hﬂ

https://qat-budget.erp.ufl eduworkspace findex.j

Sy

Cancel

:I _Heb Lde_-_e} Submit

4. Click the Submit button.

5. Scroll down and confirm the file has successfully been removed.

F
UBO_PSPB

Fage 62010000 - HR-HR ADMINISTRATION - |4 General Admin

Waorking Cut Warki
6555110 - STUDEMT ASSISTAMTS-EAR. 16,000
[FIstudent Assistants Salaries 16,000
655120 - STUDENT ASST-EARN FRMG m

Hyperion Budgeting
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Deleting Documents from Hyperion

1. Click the Explore button from toolbar.

2. Open your folder, right-click the file and choose Delete.

HomePage IUBO_PSPB - Support Units - Budget Worksheet Explore: [Human Resource *
Folders JHuman Resource
= [J Roat 1| # [Name | Type
[ Human Resource Sample.docx | MS Word File
[ Sample Content Open
#| [ shared Workspace Pages Open n 4
Subscribe. ..
E-mail Link...
Add to Favorites
Create Shortcut...
Cut Ctri=X
Copy Ciri=C
Delete Delete
Rename. .. %
Properties... Alt+Enter
EI Edit Permiz=ions. ..
Refresh F&

NOTE: You can attach many types of documents such as Excel, Word, PDF, etc.
Documents can be attached to level 0 member or parent member.

Hyperion Budgeting
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Control Amount Used

This form is used to confirm that the total expense lines for both the Control and Working
budgets equal. After spreading budget dollars and before sending to CFO, you should confirm
both budgets balance.

Page Fine Arts v || 101-cRRNT + |88 | Go

Fl4
Budget
Cantrol wWorking Final

Salaries and Benefits 11,367,879 11,367,579
Cther Personal Services 1,436,216 1,436,216
Cther Operating Expenses 194,021 194,021
Scholarships and Financial Aid i}
Library Resources
Qperating Capital Outlay
Insurance and Risk Management i}
Waiver

[=i0perating Expenditures 12,995,116 12,995,116
Dbt Service
Transfers (Expense)
Cwerhead Charge

EMon-Operating Expenditures

[=Total Expense 12,996,116 12,998,116

If they do not equal, spread adjustments will need to be made prior to submitting to CFO.
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Smart View

Opening Smart View

Smart View allows you to access and work in the same Hyperion forms in a more familiar Excel
environment. Smart View is a plugin that must be installed on your computer prior to use.
Contact your tech support if you need Smart View installed.

1. Open Excel and verify you can see a Smart View tab at the top of the application

window.
9~ |= Bookl - Misaen s e =@ R
Home Insert Page Layout Formulas Data Review View Smart View% =] e = &
o . _ 1 T Salnsert - ¥ -
A am aows ==Ev 5 E B EI i #
- Ea - = -3 ¥ Delete - @ =
Paste B J U~ i~ M-A- === &&= - % - o4 s | %0 .00 Conditional Format  Cell . Sort & Find &
- ¥ - = - T @ ° o e Formatting ~ as Table ~ Styles ~ EjFormat' 27 Filter~ Select -
Clipboard & Font E} Alignment F] Mumber ] Styles Cells Editing

Al - 3

Setting up Smart View Shared Connections URL
Prior to using Smart View to complete all needed Budget Request Submission procedures, you
will set up the appropriate Smart View connections.

1. Click the Smart View tab, click the Options button and then select Advanced.

EH9-®-|= Bookl - Microsoft txcel
nHume Insert Page Layout Formufff e R View| Smart View
~ ) Undo y Data Point @) A Z Hfp ~
P &

-

(@ Redo e Data Point g Shget Info
Open Refresh | Suthnit | Options
- Functions -~ D4 |EL Mpre -
— L |
- Options - ===
Al =
Member Options % Change global Smart View options.
" General ®
| A I Advanced g Shared Connections URL: https: fqat-budget.erp.ufi.edujworkspace/Smar
1 | 1 - Number of Undo Actions
2 Mumber of Most Recently Used items
3 Cell Styles
[ Delete All MAU Ttems ]
1 .
S Extensions Logging @
5 Log Message Display IErmrs v]
7 [[1Route Messages to File C:\Users\rmitchell\AppData'Roaming\Orade \SmartV] ...
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2. Type or paste the below URL in the Shared Connections URL field:

https://prd-budget.erp.ufl.edu/workspace/SmartViewProviders.

3. Click

OK.

-
Options

g -_ _"“ u

Member Opt{}3s E& Change global Smart View options.

Data Options

General (i)

[ Advanced

Formatting
Cell Styles

Extensions

] Shared Connections URL: bet.erp.ufl. edufworkspace [SmartviewProviders IR

o [

Mumber of Most Recently Used items _IEI

[ Delete All MR Ttems |

Logging (i)
Log Message Display ’Errors v]
[ Route Messages to File | Cz '|,I_Isers'u'mitdﬂell'vﬁ.ppData'Rnaming'n,Orade'SmartV|

Clear Log File on Mext Launch
Display (i)
Language lEninsh v]
Adjust Column width
[ Display Smart View Shortcut Menus Only

[ Disable Smart View in Outlook

Enable Ribbon Context Changing

Disable options that are not valid for the active connection

Compatibility (i)
Reduce Excel File Size

[ improve Metadata storage

[|refresh Selected Functions and their dependents

Performance @

["]Enhanced Query Performance (Formula and Comment Preservation will be Disabled)

JL Reset | [ ok [ Jeance |
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https://prd-budget.erp.ufl.edu/workspace/SmartViewProviders

Smart View Option Settings
By default, missing data are displayed with #Missing. You can change the default display to
other characters such as “-“. You can also make other formatting changes to Smart View.

1. Click the Smart View tab, select Options, and select Data Options.

-

Options » - P - g
Member Options |_§‘_J\H]_[§Change Smart View options related to grid rows and columns.
Data Options = CD
PR ons Suppress rows that have no data.
Advanced [TMo Data / Missing €=t
- Flzern €——
Formatting DNE': Suppress zeros.
o Access
el

Cel Stles [ nvalid
Extensions [Tl Underscore Characters

[ repeated Members

Suppress Columns (i)

[ne pata /Missing €——FSuppress columns that have no data.

[[zere @

[[No Access (t)

Replacement

#MNoDataMissing Label:

#MNoAcress Label:

#InvalidMeaningless:
Submit zero

[ Display Invalid Data

Enable Essbase Format String

Mode

Cell Display

[ Navigate Without Data

[ 5uppress Missing blocks

<
~

—TALCESS
#Invalid

N,
Display #Missing
as other -
characters.
Suggest to use
instead of “0”.

o n

Data
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Connecting to Hyperion in Smart View
You are now ready to connect to Hyperion using Smart View.

1. Click the Smart View tab, click the Open button, and then click Smart View Panel.

E“ H9-0¢- |5 - Bookl - Microsoft Excel

mf“ Insert  Pagelayout  Formulas  Data  Review  View | | Smart View
[_L_:; ) Undo | [f Copy Data Point @ @ Ez P Help -
O=

& Redo IE, Paste Data Point &M sheet Info
Cpen . Refresh | Submit | Options _
- =] Functions = - Data El More -

General

|| @ Smart View Panel.. Data
M »
i

Reset to Default Connection

e

2. Select the Shared Connections option from the Smart View Home panel.

Mme Insert Page Layout F
[Z. ~ | ) Undo | g Copy Data Point @

@ Redo | [ Paste Data Point
Open Refresh
- Functions = -

Start Edit Da

Fa

Al -(" X v K|

Smart View v X

Smart View Home fa ~ «

v Shared Connections
Connections from shared repository

By Private Connections
Locally defined connections and
shortouts to shared connections

[ T RN S TC R

Recently Used
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3. Type your GatorLink Username and Password. Click the Login button.

-
Login i

UF| Authentication [

| | GatorLink Username
| 1 Change Password €
|
l -
Password Forgot Password € | |5
Create Account ©
On?

—/W— -

4. Select “Oracle Hyperion Planning, Fusion Edition” from the Shared Connections
Select Server drop down field.

— &) Undo | Ef Copy Data Point @ @ Eg @ Hel
|.-'_' / o=

@ Redo | [ Paste Data Point & she
Cpen ) Refresh | Submit | Options _
- =] Functions - - Data =l Mo
Start Edit Data General
BS - (- fe |
Smart View v X A B
Shared Connections fa - «
Select Server to proceed | F -
Crade® Essbase
racle /] 0 = 0] 0 dito

Reporting and Analysis Framewark
|

L=l I N = R B T R % R
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You should see the Hyperion server at the top of the Shared Connections panel.
5. Expand each level as follows: UBO_PSPB > Forms > All Funds Budget.

6. Confirm you can see four All Fund Budget forms: Budget Worksheet, Budget
Worksheet-Level 0 Account, Control Amount Used and HCP Push Validation.

Smart View

v &«

A

Shared Connections

[Drade@ Hyperion Planning, Fusion Edition v] <> -

- FY14PSPB

- i@ UBO_PSPB
=~ Forms
VT S

...... EH Budget Worksheet

L A .
[ | L e = e L

[ Suppaert Units

7. Select your Entity, FundBudRefSOF, Dept Flex (if needed) and Program from the
Point of View (POV) bar at top of screen, if not already displayed.

Hyperion Budgeting

- S
File Home  Insert  Pagelayout  Fomulas  Data  Review  View  Developer  Adddns  SmartView | Planning | Acrobat a @ = & 23
I [=] ceil comments & Lock B, Drillthrough B Approvals
(e @@ |El supporting Details  FA Calculate = [ SubmitData &%) Copy Version
Analyze | Refresn || POV ||
S [ Document Attachment 8 Adjust = [EL More
Ad Hoc Data Workilow
POV Budget Worksheet - ERP-QAT-HYP-AP2_UFPSPB_T 1 v x
13020100 - FR-ART-DIRECTCR - 101-CRRNT-NO_SGF - No Department Flex - 1100 - GENE
™ S
AL - [ £ v
I A B C e - x
1 1 FY14 §
3 Budget gy | Shared Connections @ v »
g FTE f:omml fois 938!: Grade® Hyperion Planning, FusionEditon_ v| =
6 [=-[F) ERP-QAT-HYP-AP2
7 611110 - FACULTY-EARNINGS 2809462 - '@ UBO_PSPB
8 ~Faculty Salaries 2809462 - = ; ”i:fm{
9 611120 - FACULTY-EARNINGS FRINGE POOL E - -0 AllFunds Bt
10 -Faculty Fringe Benefit Pool Expense i Budget Worksheet
11 611210 - FACULTY-MOVING EXPENSE £ HCP Push Validation
12 611310 - FACULTY-ADDL PAY 7 Human Capital Planning
13 ~Facuky Addtional Pay ) TaskLists
14 611220 - FACULTY-MOVING FRINGE POOL
15 611320 - FACULTY-ADDL PAY FRINGE POOL
16 -Faculty Additional Pay Fringe Benefit Pool Expense - -
17 -Faculty Salaries and Benefits 2809462 -
18 621110 - EXEMPT TEAMS/USPS-EARNINGS 74162 -
19 -TEAMS/USPS-Exempt Salaries 74162 -
20 621120 - EX TEAMS/USPS-EARN FRNG POOL = =
21 -TEAMS/USPS-Exempt Fringe Benefit Pool Expense
22 621310 - EXEMPT TEAMS/USPS-ADDL PAY
23 -TEAMS/USPS-Exempt Additional Pay
24 621320 - EX TEAMS/USPS-ADDLPY FRNG POOL =
25 -TEAMS/USPS-Exempt Additional Pay Fringe Benefit Pool Expense - - -
26 631110 - NONEXEMPT TEAMS/USPS-EARNINGS = 177432 -
i€ 4 » | Sheat1 . ¢3 ) gl m v

Ready | ZJ
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8. You are encouraged to use the Smart View forms in the same order as you did in
Hyperion. Please refer to procedures HCP Push Validation, Budget Worksheet or
Budget Worksheet-Level 0 Accounts as needed.

Input and Save Budget Data in Smart View
As with Hyperion, you can enter or paste data into any open cell.

1. Once you have entered data for all three budgets (Working Flat, Working Cut (if
required) and Working Optimal), click Submit Data button to save and submit the data.

Haome Insert Page Layout Formulas Data Review View Developer Add-Ins Smart %
@ = cell Comments & Lok ™, Drillthrough BT Approvals
E Supporting Details E Calculate ‘l EE Submit Data | &3] Copy Version
Refresh POV =
- .;E;’I Document Attachment (22 Adjust = é Maore =
Data Waorkflow
et Worksheet - ERP-QAT-HYP-APZ_UFPSPE_T_1
13020100 - FR-ART-DIRECTOR - 101-CRRNT-MNO_S0OF - Mo Department Flex

Jfe | 711700 - DATA PROCESSING SERVICES

A | B C
742100 - REPAIRS and MAINT - FURN and EQUIP - 452 |-
-Repairs and Maintenance - 452 -
721400 - GARBAGE COLLECTION - 267 -
-Itiities Expense - 267 -

NOTE:
The unsaved data appears orange in Smart View. When data is submitted, the cell turns yellow.

Copy, Paste and Cut
The copy, paste and cut function are the same as those in Excel.
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Adding Missing Accounts
The adding missing accounts procedure allows you to add accounts that were not previously
used but will be needed and used in the future.

1. From the Planning tab, click the Calculate button on the Smart View ribbon.

2. Click Rules on Form.

Mme Insert Page Layout Formulas Data Review View Developer Add-Ins Smart Viefr Planning crobat

[ @ = cell Comments = Lock Ty DriII-thr]ugh R Approvals
Iﬂ = @ Supporting Detailg E Calculate - EE Submit lata Copy Version
Analyze | Refresh

-

%":1' Document Attachment Business Rules r

Ad Hoc Datal Rules on Form Workflow
POV Budget Worksheet - ERP-QAT-HYP-AP2_UFPSHE T 1
13020100 - FR-ART-DIRECTOR - 101-CRRNT-NO_SOF - No Department Flex

<[
AGS ~ (- fe| 711700 - DATA PROCESSING SERVICES

| A | B C | Smart View
61 742100 - REPAIRS and MAINT - FURN and EQUIP = 452 - e
62 -Repairs and Maintenance - 452 - ar nnections
63 721400 - GARBAGE COLLECTION

3. Click the PopulateAccount Business Rule.

Business Rules

Flan Type
OPERELD

Business Rule Flan Type Type

CalcBudgetWorksheet OPERBUD Rule
PopulateAccount OPERBUD  Rule

Run Time Prompts

| "Select Account™

s

#F DO NOT CHANGE (Set By Form)
| "Mo Commitment Source™

s

£F DO NOT CHANGE (Set By Form)

| "Mo Cost Pool”

In this example, we will use Account Code 772000.
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4. Enter the appropriate Account code in the Select Accoun(s) field.

5. Click the Launch button.

This process may take a little while to run.

Business Rule is being processed, please wait...
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6. Confirm the launch was successful by noting the “Launch was successful” message that
appears within the Busines Rule window.

7. Once this message appears, click the Close button.

OFERBUD  Ruke

8. Click the Refresh button on the POV toolbar.

Home Insert Page Layout Formulas Data Review View Developer Add-Ins
O @)@ .|| E cell Comments & Lock %, Drill-through B Approvals
IJJ = @ Supporting Details E Calculate = EE Submit Data Copy Version
Analyze JRefresh POV =
- gl Document Attachment (288 Adjust - El More -
Ad Hoc Data | Workflow
POV Budget Worksheet - ERP-QAT-HYP-AP2_UFPSPE_T_1
13020100 - FR-ART-DIRECTOR - 101-CRRNT-MO_SOF - Mo Department Flex

™
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9. Confirm the account displays in the worksheet.

sAdvertising/ Marketing 3

O3 . |5,

TTL200 - OUT OF STATE TRAVEL
TT2000 - FOREIGN TRAVEL

You can now begin budgeting for this account.

NOTE: If you decide you don’t need/want to budget for this account, you can clear the cell of all
data and save the worksheet. The account will no longer appear. Or, if you enter a “0” into the
cell the account will remain visable (as long as yo did not suppress zeros in your user
preferences) for the current fiscal year.

Adding Comments

1. Right-click the cell to which you wish to add a comment.

2. Hover over the Smart View menu option and click Cell Comments from the secondary
menu.

3. Enter comment into the Cell Comments window.

4. Click the Save button.

Cell Texts | Document Links
o ST ETENVIBIS SR SRS eiels  » FundBudRefSOF: 101-CRRMT-NO_SOF

& Dept Fex: Mo Department Aex  # Program: 1100 - GENERAL ACADEMIC INSTRUCTION
® Cost Pool: No Cost Pool  ® Commitment Source: No Commitment Source

FY14
BegBalance
18 (1500 max)
Budget

Working

This is a comment|

794100 - FREIGHT
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5. Confirm the cell contains the comment by noticing the blue outline.

Adding Supporting Details
1. Right-click the cell to which you wish to add supporting details.

2. Hover over the Smart View menu option and click Supporting Details button from the
secondary menu.

3. You will see similar menu items as those when you work in Hyperion. Please refer to
Supporting Details section for steps to add, modify or delete supporting details.

Supporting Details

o SRR WSS AR GiEe el @ FundBudRefSOF: 101-CRRNT-NO_SOF
® DeptFlex: No Department Flex ~ ® Program: 1100 - GENERAL ACADEMIC INSTRUCTION
® CostPool: No CostPool  # Commitment Source: No Commitment Source

* Account : 771100 - IN STATE TRAVEL

Expand Bl Collapse | # AddChild < Add Sibling | X Delete X Delete 211 |

¢ Pramote ©» Demote €+ MoveUp <& Move Down | # Duplicate Row 12b Fill |

Copy B Paste

FY 15/BegBalence /Budget/Warking
Total:

B E D
8000 8000 2000 -
2000 8000 8000 -
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Control Amount Used

This form is used to confirm that the total expense lines for both the Control and Working
budgets equal. After spreading budget dollars and before sending to CFO, you should confirm
both budgets balance.

N ERCEDN — PERSONALXISB - Microsoft Excel =@ =
ez
Home  Insert Page Layout  Formulas. Data Review  View Developer  Smart View Planning | Acrobat @ - 7 x
@@ /=] Cell Comments @ Lock N, Drillthrough 3 Approvals.
=i D Supporting Detas [ Catcutate = (3 Submit Data || 3 Copy Version.
Analyze | Refresh || POV || -
- I Document Attachment @} Adjust~  [5] More ~
! ad Hoc Data ‘Workflow
"[Pov Control Amount Used - ERP-PRD-HYP-AP2_FY14PSPE_L - x
Fre s - mowr -
AL - & |
A [ 8 c [n] E [ F G H | ] K L M N o 3 a R | pfsmanview
—1 Y4 Shared Connections
3 Budget
[<] Gonrl Morkng i arvarssin <] > -
5 | salaries and Benefits 11367879 11367879 -
6 | Other Personal Services 1436216 1436216 - D) ERPPRDHYP-AP2
[ 51 @ FY14PSPB
7 | Other Operating Expenses 194021 194021 - &6 Foms
& | Scholarships and Financial Aid - o- -7 Al Funds Budget
5 | Library Resources - - - -] Budget Worksheet
10 Operating Capital Qutlay - - - +E Budget Worksheet - Level 0 A
o = £/ Control Amount Used
1 Insurance and Risk Management - 0- £ HCP Push vaiidation
12| Waiver - - - ) Fuman Capital Parming
13| -Operating Expenditures 12998116 12998116 - £ support Units
14 DebtService - - -
15 Transfers (Expense)
16 Overhead Charge
17 -Non-Operating Expenditures - - 9 U0 PsPB
18 -Total Expense 12998116 12998116 - ' uBo_su
15
20
21
2
3
124
125 0
26
‘i27 2 Open form
b H ] Sheet1 /e i Clr s
Ready | ?

If they do not equal, spread adjustments will need to be made prior to submitting to CFO.
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Below screenshot shows the color coding for cells with comments, supporting details, and
unsaved data. Attaching documents using Smart View does not work if you need documents
attached please do so within Hyperion.

Cells with unsaved data are

2] Bookl . . .
highlighted in orange. -
1
2 et
3 Working Cut Worki al Working Flat
: Cells with attached Sme  Base
5 |FTE .
° document 3
7 611110 - FA
8 -Faculty Salaries
10 +Faculty Fringe Benefif . .
1= sraityaddrionatrs Cell with supporting
16 +raculty Additional Pa .
18 +Faculty-COM Salaries detalls
20 +Faculty-COM Fringe Bermerrroororperse
22 +Faculty-COM Additional Pay
24 +raculty-COM Additional Pay Fringe Benefit Pool Expense
25 -Faculty Salaries and Benefi . 4,395.80 6,020.50 3,984.20
49 | +Teams Salaries and Benefi Cel | Wlth 103,760.00 103,760.00  103,760.00
53 +0ther Salaries and Benefit - - -
55 +5alary and Benefits Budge Comments - - -
56 -Salaries and Benefits . 108,155.30 109,780.50 107,744.20
83 +Other Personal Services h as bl ue Outl ine. 2,354.70 1,852.20 -
223 +Other Operating Expenses 1,000.00 1,000.00 0.00
237 +Total Other - - -
243 +Transfers Qut - - -
244 -Total Expense 111,510.50 112,632.70 107,744.20
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Cell Formatting

1. You can change the color coding in Smart View > Options > Formatting, uncheck “Use
Excel Formatting”.

Number Formatting
Use Thousands Separator
[] Use Excel Formatting

] Retain Numeric Formatting

Scale

Preview

Decimal Places

Preview

2. Goto Cell Styles, right-click on the formatting to change the font, background or
border.

e A e

E}; Style precedence is in descending arder

Expand B Colapse | E5 Properties + ) Defaul Styles = | 4+ Move Up  {- Move Down

B Planning
Formatting |
-3 Member cells

Cell Styles |
e —

Extensions

Advanced

- A Formula
B3 Data cslls

-0 [ Locked
-l Read-only

- B I Cel text Fi
ont
mcl=] I Document Attachme Background

-FIE Writable jowest prio| ©  Border

- B | Drilthrough

B3 Common

@ E Ditycels

0 Comment Cels
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Security

The following myUFL security roles are created for users.

UF_N_BP_COLLEGE_PLANNER
This role will grant access to view and update budget information in UF’s budget software at the
college level.

UF_N_BP_COLLEGE_VIEWER
This role will grant access to view budget information in UF’s budget software at the college
level

UF_N_BP_DEPT_PLANNER
This role will grant access to view and update budget information in UF’s budget software at the
department level

UF_N_BP_DEPT_VIEWER
This role will grant access to view budget information in UF’s budget software at the department
level

To have access to Hyperion application, the support unit users should request the
UF_N_BP_COLLEGE_PLANNER role.

Users have read and write access to their responsible areas only. For example, the VP and
Chief Information Officer user can only view and input budget for all IT departments, not other
areas like Finance and Accounting. The SVP areas have read access to all the areas under
their umbrella. For example, the SVP for Academic Affairs and the Provost Office can view the
budget of DOCE, Graduate School, Library, International Center, Enrollment Management,
CFO, Purchasing, Contracts and Grants, Finance and Accounting, and Student Affairs.
However, the SVP for Academic Affairs and the Provost Office can only input and modify budget
for the Provost’s Office, not the other areas just mentioned.
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UBO_PSPB All Funds Budget Application
Overview

Dimensions represent the key components of the application. The UBO_PSPB All Funds
Budget application contains the following dimensions:

Account

Entity

Fund/Budget Reference/Source of Fund
Program

Dept Flex

Scenario

Version

Year

Periods

Account
The Account dimension in UBO_PSPB is based on the account structure in PeopleSoft
Financial system. Not all GL accounts in PeopleSoft Financial system are included in
UBO_PSPB since the support units do not budget to every single GL accounts. Only the
GL accounts that have actual expenditure data in FY12 and FY13 are kept in
UBO_PSPB. A few other GL accounts are also kept even though there is no actual
expenditure data exists for FY12 and FY13. To see the Account dimension hierarchy, go
to one of the three forms. Expand and collapse the account to see the details.

The account dimension will be revised each fiscal year.

Entity
The Entity dimension in UBO_PSPB is based on the Department structure in PeopleSoft
Financial system. It is modified to reflect the budget reporting hierarchy.

Fund/Budget Reference/Source of Fund
This dimension should reflect your fund budget reference and source of fund
combination for your expenditures.

Program
This dimension should reflect your program.

Dept Flex
This dimension should reflect your department flex if used.

Scenario
This dimension shows the data is for Budget.
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Version
This dimension shows whether you are working on and should always be Working.

Year
This dimension shows the fiscal year.

Periods
This dimension shows the month of the fiscal year from July to June.
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