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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 enters 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 can
also choose to open these same forms in Smart View which is integrated into Excel to input and
submit the budget through Excel.

Support Unit Budget Cycle

There are important milestones throughout the UF Budgeting process you should be aware of
depending on whether you are budgeting for a Support Unit (SU), Responsibility Center (RC),
Colleges, State Funded Center (SFC) or hybrid.

Starting in November of every year, Support Units make their budget requests for the upcoming
fiscal year to the UF Budget Office. The requests are reviewed and approved by Senior Vice
Presidents and the President.

Click here for SU Budget Request Whole Cycle Document

Starting in May/June, all budget personnel will receive their final budgets and can then manage
and distribute the monies as appropriate across their Budget Preparation and All Funds Budget.

Click here for All Funds Budget Whole Cycle Document

UF Budget Office sends
request to Budget Review
Council

Budget Review Council makes
Final Budgetsloaded into recommendationsto
Budgeting Systemn President/Frovost/SVF o
determine final 5U Budgets

UF Budget Office receives
approved budget for State RCM Overhead Assessment
Approprigtions and runs RCM completed

calculstions {arcund April)

{around May)
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http://training.hr.ufl.edu/instructionguides/hyperion/hyperion_whole_cycle-su_budget_request_cycle.pdf
http://training.hr.ufl.edu/instructionguides/hyperion/hyperion_whole_cycle-all_funds_budget.pdf

Logging In

The Hyperion Support Unit budget submission application is incorporated to myUFL portal. After

logging into myUFL, navigate through Nav Bar > Main Menu > Budgeting > UF Hyperion
Budgeting.

Hyperion opens with the HomePage displayed by default.

Enterprise Performance Management System Workspace, Fusion Edition

# B o * Explore

HomePage ®

/Shared Workspace Pages/HomePage

[ I Recently Opened | Quick Links

J’. UBC_PSPB Favorites
__3 Open... Applications
Planning
A Fr14pspE
M FY15PsPE
4 FY1s5UPT

M Friepspe More ~

| I_r‘ Workspace Pages
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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.

Setting Hyperion User Preferences

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

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

Enterprise Performance M

Navigate [ File | View Favorites Tools Help
: . New
LI =
Open
Save As...
Close

Preferences...

Log Off { Opened
Exit

Home

/Share ' 2Page

2. From the General preference option, click the Home Page drop down menu and choose
Application from the list.

Preferences A
- Default Startup Options
i
Ve Content:
General Home Page 1.] - Use Current Page
o] None
(I Application 2.
Authentication Home Page
~ Explore
()
> E Document
Explore Favorite
E‘ SHUW FdUn PO DOLUimenus
[
- Your e-mail address:
Financial Reporting gcadwallader@ufl.edu
@] Web Analysis Accessibility Mode
Web Analysis |:| Enable Screen Reader Support

3. Select the Application drop down menu and select UBO_PSPB from the Planning list.
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Preferences x
Default Startup Options
Content:
i = Use Current Page
Application: -
Authentication 1 | =
o 2.| 4 Planning » & Fr14PSPB
— Prompt to Save Uh 4
O & FY15PSPB
Explore
[/] show Path For Do # Fr1ssupT
Latls
s & FY16PSPB
— Your e-mail address:
Financial Reporting gcadwallader@uf J‘ FY165UPT
T # FY175UPT
Web Analysis Accessibility Moc 2
" UBO_PSPB 3.
Web Analysis [] Enable Screen
4, Click OK.

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).

Enterprise Performance Management System Workspace, Fusion Edition

Mavigate File View Favorites Tools Help

A B m * Exploe

HomePage *

[Shared Warkspace Pages/HomePage

™. I Recently Opened Quick Links

& UBO_PSPB Favorites
__3 Open.. Applications
Planning
M Friapsee
4 Frispsee
& FrissupT

4 FY16PSPE More *
M FYiesupT

& UBU_PSF{%

] r‘ Workspace Pages
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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.

Navigate | File

h K

[Share

Enterprise Performance Management System Workspace, Fusion Edition

View Favorites Tools Help
New

Gpen

Save As...

Close ¥ Page

Preferences..,

Lag Off 7 Opened

Exit

NOTE: You can also click the Preferences section under the My Task List panel.

3. Choose File > Preferences from Menu bar and click the Planning option or click the
Preferences option at the bottom of the left panel.

Enterprise Performance Managy

Navigate File Edit View Favoites Tools Help

A B B * Booel

HomePage

: My Task List
¥ Budget Preparation
¥ Al Funds Budget
¥ support Unit Budget

UBO_PSPB *

4. Move to the Display Options. Click on Display Options.

Preferences

=

General

n
[

Authentication
B:p;:lre
iz
Financial Reporting

\wieb Analysis

Display Options

Application Setting

Hinting Options || User Variable Options

Number Formatting

Use Application Default [] A

Thousands Separator Comma ﬂ O
Decimal Separator Dotﬂ O
Negative Sign prefixed Minus ] (]
Negative Color Red [v] (]
Page Options Use Application Default [ ]
Remember selected page members Yesﬂ O
Allow Search When Number of Pages Exceeds 50 []

Indentation of Members on Page

Other Options
‘Web Analysis
Show ion operators
4" Partial Grid Fetch Size(Rows,Columns)
T Date Format
High Contrast

Indent based on hisrarchy  [w] []

Use Application Default []

Form Setting[ ] []

2517 O
Automatically Detect [~ []
O

Support Unit Budget Request
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5. Select your desired options.

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

Number Formatting

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

Page Options
¢ Indentation of Members on Page — choose Indent Level 0 members only
e This option dictates the look and feel of data categories on web forms.

Other Options
Using the default settings is highly recommended

Number Formatting Use Application Defaul []
Thousands Separator Comma~| []

Decimal Separator Dot »| (]

Ney Preficed Minus[»] []

Negative Colar Red [v]| [

Page Options Usz Application Defaute []
Remember selected page mambars ves w| []

Allows Szarch When Number of Pages Excesds |

Indentation of Members on Page Indent basad on hierarchy [+ [

Other Options Uss Application Default []
Show consolidation operators Form Satting[ v ] []

Partial Grid Fetch Sze(Rows,Columns) 25,17 O

Date Format Automaticzlly Detect v | []

High Contrast O

User Image

Choose File Erowse...

Please note that the maximum file size limit is 500 KB

Changing Hyperion User Variable Settings

You are typically required to submit two budgets as part of your overall Budget Request
Submission process annually. The two budgets are referred to as:

o Working Flat — the budget you had last year
e Working Optimal — the optimal budget you'd like to have to run your unit.

Under budget constraints, you may be asked to submit a Working Cut budget.
o Working Cut — the flat budget cut by a certain percentage. The UBO will inform you of a
percentage each year and if this submission is required.

As part of the Hyperion preference setup, you will indicate three User Variable settings. These
settings will need to be changed when you shift your budgeting from Working Flat to Working
Optimal or vice versa.

Support Unit Budget Request 7 January 3, 2018




e Scenario: SU_Budget (Stays the same for all versions)
Version: Working Flat and Working Optimal (Will change depending on version working
on)

e Year: FYXX (this is the fiscal year you are budgeting for and it stays the same for all
versions)

It is recommended you initially set “Working Flat” as your default budget version. After you
finish all the personnel changes and operating expenses for Working Flat, you will need to
change this preference to Working Optimal to update the budget on this version.

Although you can choose to return to this Preferences window to make the changes to the
additional budget versions, there is a more quick and direct method of changing budget
versions in Budget Preparation that will be covered later in this handbook.

Preferences X
7 = . Application Settings = Display Options = Printing Options | User Variable Options
o — .
J . Dimension User Variable Name Selected Member
General + Scenario Current Scenario SU_Budget
{\] Version Current Stage Working Flat

« Year Current Year of Vi... FY17
Authentication .

-

Explore

Z

Financial Reporting

B web Analysis

Web Analysis

Help OK Cancel

NOTE: The above screen displays when one choosing File > Preferences from Menu bar. If you choose
the Preferences option under My Task List, the window would look as below:

Forms User Preferences
My Task List
Application Settings = Display Options | Printing Options =~ User Variable Options
Preferences
Preferences Dimension User Variable Name Selected Member
Scenario Current Scenario SU_Budget ﬂ;v
Version Current Stage Working Flat iR
4 Year Current Year of Vi... FY17 s,
Save| | Reset

6. Click OK or Save depending on which way you accessed Preferences.

You are now ready to navigate through the application.
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Workspace

Hyperion Navigation

Menu Bar

Embnensicn Mnsfnemanon Mamanamant € cnm = brnaca, Fusion Edition

Mavigate File Edit View Favorites Tools Help

# B n - Egore]| |

UBO_PSPE - Task List Status >

Open
Application

Forms Task List Status

My Task List
- Task List Status - All Funds Budget
+ B 2udge preparation Sestus of =l Task Lists

- R Funds Budget]

» B support Unit Budget

A &

Incomplete, 100.0%
Task List Status - All Funds Budget

View Pane

Task List Tasks - All Funds Budget
Task
9 Al Funds Budget
FpBudges Workshest
@ Budger Worksheet - Level D Accounts Only
& Control Amount Used
EpHCP Push Validation

Tool Bar Content Area

Help Logoif O

Logged in as rlutchel

N -_—
Y 0 Ir=

View »

M Incomplets

M Completa

Cverdue

Type Status Start Date End Date Alart Completed D= Instructions Action
] B
& ] B
& @ B
& Q B
& r} B

Toolbar Icons

Save

Save the input data

Refresh

Refresh the form

Print

Print the current screen

Adjust

Adjust the selected cell value by a percentage or by
avalue

Grid Spread

Spread value

Mass Allocate

Run a mass allocation

Support Unit Budget Request
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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 Add or edit attached documents for the selected
Document cell.

Open in Smart | Open data from in Smart View. (This button does not
View work and will not be used.)

E Instructions Show the instruction details for the open data form.

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

Edit »

E Supporting Detail

@ Change History

& Attachments

[ﬁ Lock/Unlock Cells
Select All

Data Validation Messages

Apply 3
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Hyperion Processes

As a Support Unit, there are two specific and individual processes you will complete using
Hyperion to successfully request your budget each fiscal year. Those processes include
multiple procedural steps and are titled:

e Budget Preparation
e Support Unit Budget Request Submission

*Manage and eDistribute and
“E ) calculate position il Submit SU budgets
and employee data to UF Budget Office

Preparation Unit Budget

My Task List

You will use the My Task List to access all needed forms and functions for Budget Preparation
and Support Unit Budget Requests.

My Task List

=

e

et Preparation|
> B Review employee information
> & Mass adjust compensation and fringe
> [ Manage position and employee data
> & Calculations
> ( Review entity compensation budgets
o e All Funds Budget
¥ support Unit Budget
> B gy Budget Worksheet
> B sy Budget Worksheet-Level 0 Accounts Only
> ¥ 51 HCP Push Validation

Support Unit Budget Request 11 January 3, 2018




Budget Preparation Overview

NOTE: Choose Budget Preparation from the My Task List Pane.

The annual Budget Request Submission process includes completing relevant procedures
within both Budget Preparation and Support Unit Budget Request 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 are recommended to be completed first, prior to completing Support Unit Budget
Request Submission procedures.

There are a total of 16 budget prep procedures displayed in the image below from which you
may choose to successfully prepare your budget.

12. Add overtime pay or

addt’l earnings 13. Add a vacant position

Budget
Preparation

11. Promote a position, including Fringe
14. Calculate & Allocate Compen-

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

sation Budgets per Entity

15. Confirm calculations are correct

16. Copy Flat
version to Optimal

1. HCP Push Validation

2. Budget Worksheet

3. Budget Worksheet-Level 0
accounts only SU Budget
Request

Submission

There is no specific order you need to follow to finish your budget request. We recommend you
run the Budget Line & Benefits report first. Review the employee and positions currently in
Hyperion. Make all necessary changes on the personnel side. Once the salary and fringe
expenditures are up to date, review your OPS and operating expenditures.
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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 about %2 hr to run. We recommend you run the
reports an hour after the push times (7:30 am, 9:30 am, 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.
myyf] f

Main Menu

-

- O

Top Page
‘orsonaize

1 My Account

I My Self Service

1 My Campus Finances

Noamcles J myinvestiGator

View A3 Aty =) Calendars ’

) Help

L) Local Interest

YHE Atlagic ) Quick Links
a 1 Search

= ~
- ) Access Request System »

L Accounts Payable ’

e ;’"1:"‘ =) Accounts Receivable ’

L Allocations

b on, 04 Nov 2013 17:45:57 GMT
»

«J Asset Management ’
pew Usor |ERILERE

Pusting Cor —! Commitment Control ’
neael = Compensation

" ) Customer Contracts ’
S  Customers

— — o ey -

) Enterprise Reporting
——TETTTITeRy—— | /\CCess Reporting I
L1 GatorLink Account Mar

Support Unit Budget Request 13 January 3, 2018




2. From the Public Folders tab, select Financial Information > Budget > UF Budgeting.
Once inside you will choose the report you want to run from the list provided.

i

Public Folders > Financial Information > Budget

uﬂ Enterprise Reporting

Public Folders My Folders

uﬂ Enterprise Reporting

@| Public Folders My Folders

Public Folders > Financial Information

O] [named

Annual Finandal Reports
7 Budget
5

O

=]

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 OoOo oo

| 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.

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

o il Rl Fieta TAY

oo OOooOo

O O O0OOod

UF Budageting

Contains Budget Preparation content from the Hyperion Application for college and department b
UF_FI_UNIVERSAL_INQUIRY user role.

BCive Employ ee Job and =D

Prompts are for College and Department.

Active Employee Job and FTE Report by College and Department - Without Subtotals
Prompts are for College and Department.

FTE and Head Count by College

Head count and total FTE for specified employee categories within selected collegedevel units, Tot]
FTE and Head Count by College and Department Detail

Head count and total FTE details for individuals assodated with specified employee categories witt
spreadsheet.

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

Support Unit Budget Request
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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, however for the SU Budget
Request cycle no data will pull if these values are selected since we do not use these values at

this time.

1. Login to my.ufl.edu. Click on Main Menu > Enterprise Reporting > Access Reporting.

my1£] d

Favorites v Main Menu q

Top Page

CNN/Money - Cq

Market, personal
CNNMoney.com

GWMone

> Yes Virginig
¢ Thanks for
o It's not just
= Republican
= Throwing di
o Foreclosurg
° Why divide

— Dunny

] Budgeting »

.  Commitment Control 4 Staff News

L] Compensation b No articles currently avail
- ClstomenContracts ’ View All Articles and Section
L1 Customers 4

L] Effort Reporting CYIN/Monev - Per. |
[ Enterprise Reporting || Access Reporting T {
1 Financial Gateway I Report Search

£1  GatorLink AccountMd | My Reports

£ General Ledger J Department Reports

C3  Grants | Fund Reports |

2. Goto Public Folders > Financial Information > Budget >UF Budgeting. Select
Budgeted Lines + Benefits

@ |_ Public Folders —| My Folders

Public Folders > Financial Information > Budget > UF Budgeting

O]
O B»
[ E»

| Name &

Additional Earnings + EBenefits

Bensfit Selection

] 8»

Budgset=d Lines + Benefits

]lg
O B»
O B»
1 Bl»

Support Unit Budgst Reguest

All Funds Budoet - By Account

All Funds Budast - By Summary Account

Facts Last Updated
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3. Choose your required search criteria. In this example, we are running the budge line for
Support Unit Flat Budget for FY17. The parameters are selected as below.

Budgeted Lines + Benefits |

Year. * |FY17 v AND Scenario: *|SU_Budget |v| AND Version: *|working Flat|wv|||| Finish '

UK

4. Choose your additional search criteria. In this example, we will use HR_6201 data.

Budgeted Lines + Benefits
Year * [Fr17 v| AND Scenare: ‘[SU_Budget |v| AND Version: *[Working Flatl V||| Finish |
UR
Keywords:
Type one or more keywords separated by s :
[ Search[d)
M‘ ¥
Results: Choice:
Insert®
(= \"]
(ex: UFID. 0000000Q) + Remove
Sslect 3ll Deselect 3l s |
OR
Type one or more keywords 3
FR_6201 | Yearchig
SM v
Results: Choice:
Insert s
Entity- —
(ex: HR 0101) & Remove
Select 3ll Deselect 31 Select a3 Deselect al
OR
Keywords:
Type one or more keywords separated by spaces.
[ Search(q)
Qﬁﬂ ¥
Results: Choice:
Insert&
(ex: D 01010000) 4+ Remove

NOTE: Please note that there are two types of Entities.
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One is the employee’s home department which is referred to as “Entity” on the
search criteria page. The home department starts with “HR_".

The other one is the employee’s earnings department which is referred to as
“Comp Entity” on the search criteria page. The earnings department starts with

‘D_"

If you search by home department, the report will return all the
positions/employees who are administrated in that department. If you search by
the earnings department, the report will return all the positions/employees who

are paid by that department.

fex HR 0101}

Comp Entity:
(ex: 0_01010000)

Keywords:
Type one or more keywords separated by spaces.
Search[g)
Options *
nsert s
+ Remove
Select all Degelect all Select ol Degelect all
OR
Keywords:
Type one or more keywords separated by spaces
Search(g)
Ogtions
Results: Chaice:
Y
Sedect all Deselect all Select ol Desslect al

5. Scroll to the bottom of form or top of the form. Click Finish and wait for the report to run.

6. Review your report.

" ufl

Entity UFID and Name
HR 3305
HR 3305
HR 3308
HR 3305
HR 1002
HR 1002
HR 6045
10 |HR 6045
11 |HR 1180
12 |HR 1180
13 |HR 290801
14 |HR 290801
15 |HR 290801
16 |HR 290801
17 |HR 290801

@ RN e

©

HCP Employee HCP Position

UFID 93995429
UFID 93995429
UFID 99995429
UFID 99995429
UFID 99994750
UFID 99994750
UFID 99985009
UFID 99985009
UFID 99981198
UFID 99981198
UFID 99979498
UFID 99979498
UFID 99979498
UFID 99979498
UFID 99979498

P 00000647
P 00000647
P 00000647
P 00000647
P 00029168
P 00029168
P 00000205
P 00000205
P 00018987
P 00018987
P 00017666
P 00017666
P 00017666
P 00017666
P_00017666

Job Title
PROGRAM AST - 000908
PROGRAM AST - 000908
PROGRAM AST - 000908
PROGRAM AST - 000908
INFO/PUBLICATIONS SVCS; CRD 3 - 001403
INFO/PUBLICATIONS SVCS; CRD 3 - 001403
EXTENSION PROGRAM AST - 000816
EXTENSION PROGRAM AST - 000816
LABORATORY AMIMAL TECH - 001088
LABORATORY AMIMAL TECH - 001088
CLINICAL SERVICE REP 2 - 001700
CLINICAL SERVICE REP 2 - 001700
CLINICAL SERVICE REP 2 - 001700
CLINICAL SERVICE REP 2 - 001700
CLINICAL SERVICE REP 2 - 001700

Job Code Union LD

JC 000908 Out of Unit - 00 TUZN

JC 000908 Out of Unit - 00 Fringe TE
JC 000908 Out of Unit - 00 TU2N

JC 000908 Out of Unit - 00 Fringe TE
JC 0071403 Out of Unit - 00 TA12

JC 0071403 Out of Unit - 00 Fringe T§
JC 000816 Out of Unit - 00 Fringe T§
JC 000816 Out of Unit - 00 TU2N

JC 001088 Operation Senices - 32 Fringe T§
JC 001088 Operation Senices - 32 TU2N

JC 001700 Out of Unit - 00 TU2N

JC 001700 Out of Unit - 00 Fringe T§
JC 001700 Out of Unit - 00 Fringe T
JC 001700 Out of Unit - 00 TUZN

JC 001700 _Out of Unit - 00 Fringe TE

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.

Additional Earnings + Benefits

Support Unit Budget Request
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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. For example,
some units budget up life insurance and other misc. benefits as additional earnings. 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, however for the SU Budget Request cycle no data will pull if these values are
selected since we do not use these values at this time.

1. Select Additional Earnings + Benefits

Iir Public Folders My Folders

Public Folders > Financial Information = Eudget > UF Budgeting

e
Name >

F» Additional Earnings + Benefits

Fr ¢ Benefit Selection
F» Budgetsd Lines + Bengfits

F ¥ support Unit Budgst Request

B » Al Funds Budaet - By Account

E F 2l Funds Budaoet - By Summary Account

Oodooodn

P Facts Last Updated

2. Choose your required search criteria.

Additional Eamings + Benefits

Year: * |FY17 s AND Scenario:  © [SU_Budget ~| AND Wersion: *|Working Flat ¥ Finish

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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Finish |

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

| Cancel H < Back H Next = H Finish ‘

»
PUAN § P
DAk A P08
0O 4 e

e :.m:n"n
(e prams “'-_nu-l' ':

@ ]

5. Review your report.
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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, however for the SU Budget Request cycle no data will
pull if these values are selected since we do not use these values at this time.

1. Select Benefit Selection

IE |_ Public Folders —| My Folders

Public Folders = Financial Information > Budget > UF Budgeting

A
Name -

E

E P Bensfit Selection

E P Budgeted Lines + Benefits

E P Support Unit Budget Request

E P 2l Funds Budoet - By Account

E P 2l Funds Budoet - By Summary Account

ODOoOo0O0doflrl

P Facts Last Updated

2. Choose your required search criteria.

Benefit Selection

¥ear: ° |FY17 |  AND Scenarp; *|SU_Budget - AND Wersion: *|[IECIRIEEN ~ Finish

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

| Cancel H = Back H Next = H Finish ‘

5. Review your report.
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Support Unit Budget Request

The Support Unit Budget Request Report gives you the support unit budget requested by Fiscal
Year, Version, Scenario, Entity, Account, Cost Pool, and Commitment Source in total and

spread monthly.

1. Select Support Unit Budget Request

Iﬁ |_ Public Folders —| My Folders

Public Folders » Financial Information > Budgst = UF Budgeting

[l | |Name¢

| E.’ Bensfit Selection

[]_F» Budgeted Lines + Benefits

| E P Additional Earnings + Benefits

] E P} Support Unit Budgst Request

1 B Al Funds Budost - By Account

[ E b 2l Funds Budoet - By Summary Account

O P Facts Last Updated

2. Choose your required search criteria.
Support Unit Budget Request

vear: *[Fr17 v]  AnD Scenario: *[su_sudget [v] AnD Version: *[working Flatv]  Finish

3. Choose your additional search criteria. In this example, we will use D_62 data. After
entering scroll to bottom of form or top of the form.

Support Unit Budget Request

Year: *[Fr17 [“] anD Scenario: *[su_Budget [¥] AND Version: *[working Flatv|

OR
Keywords:

Type one or more keywords separated by spaces.

Options ¥

jty: D_62040100
Entity: -
[EEN Xl D_62040000 4 Remove

Select all Deselect all

Choice:

D_62030000
D_62010100
D_62060100
D_62060300
D_62040200
D_62010101
D_62040100
D_62040000
D_62010000

v

Select all Deselect all

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

Select all Deselect al Select all Deselect all
Cancel Finish
A B C D E F G H 1 h) K L M N 0 P Q R 5 T
Support Unit Budget Request

1 T Fiscal'Year FY'5 AND Version: Working Flat AND Scen ario: SU_Budget AND Entiy: 0_52030000. 0_62010100, 0_G2060:300, 0_62060100, 0_2040200. 0_62010101, 0_52040100. 0_62040000, 0_F2010000, 0_52050200, 0_62050500. 0_F2050000, 0_52060000. 0_62050100

FisoalYear] Version | Soenaio | _Emity | Aosoun] CostPosl | C [ BeginningBatance] July Allacation | August Allacation; catior|Cistober Allocatio] looation| December Allsaatiorilanary Alls sior] Febriary Al ator] March Aloaation | Apil Alooation | Mag Alosation | Juna Alaoaiion
i FYis ‘working Flat - SU_Budgel 0_62030000"62120  No CostPool Mo Commitment Sourc: 1722.00 15175 13155 13155 13135 13135 13135 137.53 13135 13135 13195 13185 18474
| B Werking Flst | SU_Budgel 0_6Z0B020C'B21120 | Mo CostPosl Mo Commiment Sours. 250,624.65 22,085 70 18,200.35 13,204.35 13,204.35 18,200.35 13,204.35 28,807.43 18,204.55, 18,204.95, 18,204.35, 19,204.35 26,886.94.

Fris working Flat | SU_Budge! 0_6206050C"E31110 Mo Cost Poal Mo Commitment Sourc: 26,313.64 2.548.52 221611 22161 22161 2.Z16.1 2.216.11 332675 2.216.11 2.Z16.1 2.Z16.1 2.z16.1 310254
I FYls ‘working Flat | SU_Budge! 0_6206020C"611M0 No CostPocl Mo Commitment Soure: 381,386.25 F3E08.75 29,225.00 29,225.00 29,225.00 23,225.00 29,225.00 43,837.50 29,225.00 29,225.00 29,225.00 29,225.00 40,915.00
| B Werking Flst | SU_Budgel 0_SZ0B030C/B310 | Mo CostPosl Mo Commiment Sours. £93,383.20 EL104.75) 531376 53.134.16 53.134.16 5313416 53.134.15 73.700.79 5313416 5313416 5313416 5313416 74.387.45
1 FYis ‘working Flat - SU_Budger 0_¢ L T MoCostPool Mol 25.426.00 224061 154835 1.5di 1,548 35 194635 1,548 35 252253 194835 1S 134835 134535 272763
L FYls ‘working Flat | SU_Budge! 0_62010100 E21110  No CostPocl Mo Commitment Soure: 1,670,364.00 47.196.83 127,997.24 127.997.24 127,997.24 127,997.24. 127,397.24 191,995.86 127,997.24. 127,937.24. 127.997.24. 27.997.24. 179,196.14.
2 Fris working Flat | SU_Budge! 0_6203000C"621110 Mo Cost Poal Mo Commitment Sourc 5.171.00 455,68, 39625, 396.25) 396.25) 396,25 396.25 534.37 336,25 336.25 33625 39625 554,
3 FvYis ‘working Flat - SU_Budger 0_¢ L 10 NoCostPool 564, 766.00 48,768 65 43277.03 43.277.03 43.277.03 4327703 43.277.09 £4,915.63 4327703 43.277.03 43.277.03 43.277.03 60.587.32
1 e orking Flat | SU_Budgel 0_6206020C"521T10 | Mo CostPool Mo Commiment Sours. 752,626.60 66,323.42) 5767254 5767254 5767254 5767254 5757254 86,508.80 5767254 5767254 5757254 5757254 8074155
5 Fris working Flat | SU_Budge! 0_6206020C"B3110 Mo Cost ool Mo Commitment Sourc 2.833616.31 250238 88 21753361 Z17.533.61 Z17.533.61 217.533.61 217.533.61 326,337.13 217.533.61 217.533.61 217.533.61 217.533.61 304.637.68
5 FYis ‘working Flat | SU_Budge! 0_62060200"83M20  No CostPocl Mo Commitment Sourc: 1,292,025.69 13,856 67 93,005.80 99,005.80 99,005.80 93,005.80 99,005.80 148,508.70 99,005.80 99,005.80 9900580 99.005.80 138,608.12
7B Werking Flst | SU_Budgel 0_SZ0B0S0C'B31IZ0 | Mo CostPosl Mo Commiment Sours. 13.158.53 115356, 1008.32 100832 100832 100832 100832 1812.47) 100832 100832 100832 100832 141164
S FVE kg Fla | 5L Fudgel 06000000 /ESTE0. HoCestPosl Mot smason  ozeedw  weain Besin  rassin Bt Besin  2asmer wenn  wean  mesm [
3 FYls ‘working Flat | SU_Budge! 0_6206030C"621120  No CostPocl Mo Commitment Soure: 5,228.10 46071 400.62 400.62 400.62 40082 400.62 600.93 40082 40062 56087
1P Working Flat | S5J_Eudge! 0_62010100 "B3T1Z0 | NoCostFoal Mo Commiment Sourc, 165.585.00 14.530.02, 2,686.97 12.686.97) 12,686.97, 2,686.97 12.686.97) 1303045 2.686.37 2,686.97 2.686.37 1268537 17,7616
1 Fvis working Flat | SU_Budge 0_6206030C"531120  No CostPol Mo Commitment Sourc 315.452.09 2760098 24175 64 24 175,64 24175.64 2417564 24175.64 36.263.46 2417564 2417564 24175 64 2417564 33.845.83
2PV kg Fla | 5L Bt L o CotPocl Mot weson  tamsd  amerst B L st SeTsl ez Smrsl awmel swie Bt <oris
5 FVE ki Fla | 5L Fudont 052080100/E5D  NoCentPas! Mo oissm  stemed  saerst s st ECE E swrs  ssl mams swrs isoust
1 FYls ‘working Flat | SU_Budge 0_62010100 521120 No CostPool Mo Commiment Sourc 556.231.00 43.016.52 4262307 42.623.07 42,623.07 42.62307 4262307 63.934.60 42.62307 4262307 42.62307 42.62307 59.672.23
5 FYis Werking Flst | SU_Budgel 0_6Z0B030C'BZ10 | Mo CostPosl Mo Commiment Sours. 15,700.00 138352 1203.07 1203.07 1203.07 120507 1203.07 1.804.60 120307 120507 120807 120307 1684.29
S FE kg Fla | 5L Eudgel 0620800 /ESTE0. HoCastPosl Mo Smasam  wmwaes  sssant sianaz)  2adseot 2a4pa 7t sdanez) s Gaaazl  siaari  adsan  raesdd  4cesan
7 FYis ‘working Flat | SU_Budge! 0_62010100 B3M0 No CostPoal Mo Commitment Soure: 363,878.00 3208588 2788337 27,883.37 27,883.37 27,883.37 2788337 41,825.06 27,883.37 27,883.37 27.883.37 27.883.37 39,0372
S FVE kg Fla | 5L Buudgel 05000000 B2 HoCanPasl Mot A em0s  uawe® W s a1 Wimew  amoram  Wawe®  Wiaen  wewsn  uiwen  amm0ss
3 FYis ‘working Flat - SU_Budger 0_¢ 1 MoCostPool £23,106.00 54.503.72 47.747.53 47.747.53 47.747.53 47.74753 47.747.53 62138 47.74753 4774753 47.747.53 47.747.53 B6.846.62
1 e Working Flat | SU_Budgel 0_6206020C"5T120 | Mo CostPool Mo Commiment Sours: 100,304.58 88330 768617 TEBEAT) 7EBE1T) 7.686.17) 7E8E.TF 1529.26 758617 758617 758617 7,686.17 10,760.65
L FVYE Werking Fla 5L Fudont 052080100 B0 NoCentPas! Mo 565700 328 sa snat st e s o6z s e o o s
2 FYls ‘working Flat - SU_Budger 0_f L M0 NoCostPool 147.645.00 13.010.86 11.313.73. N313.73 N313.73 131373 1131379 16.370.63 1131373 131373 1131373 .313.73. 15.839.31
5 Summary $4.017.26145 $1295,240.72 $1074,0650  $1074,156.54 $1074,0654  $1074,105.50  $1074,19650 $LOMIBTI2 074,176 50 $1074,125 51 $1074,12650 1,074,176 54 $1505,75 00
3
5
5
7
3
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Budget Preparation Processes

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

This form was originally designed to replace to-be-hired employees with named employees if
they are hired. Because we don't add new hired employees to Hyperion after the snap shot,
you will never need to use the Fill to-be-hired vacancies functionality. In this training, we still
show you the steps on how to fill a to-be-hired vacancy. However, keep in mind you will not
need to do that in Hyperion. This form is currently used by the departments to review all the to-

be-hired employees.
My Task List

¥ Budget Preparation
¥ Raview employes information
' Mass adjust compensation and fringe
I Manage position and employes data |
=¥ Wzintzin position data
= Mmaintzin filled positions

B9 Maintain employess by position

 Eill to-be-hired vacancizs

¥ calculations
I Review entity compansation budgets

F' all Funds Budgst

¥ Support Unit Budget

Update Current Employees’ Distributions & Data

This procedure is used to make changes to particular parameters of an employee’s distribution,
such as changing an employee’s Entity.

1. From the Maintain filled positions form, choose your desired Entity from the Entity
drop down field.
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2. Right-click on the name of the employee for which you wish to change the distribution

and select Edit Employee Details.

Forms Task List Status
My Task List Tusk - Maintain flled positions  Tash Irutructions
et Preparaticn -
P ey Sy Creard Sepcacies SU Bodost JyCu
" Mass adyast compensation and frege mr (v o8
¥ Maruge posticn and empioyee data Pt
Stat
Maetan poston dats b Oate
¥ Maintain filled POsitatns
i co P_00005307 MANAGEMENT ANALYSIS CRD 2 - 001133 771/t
i P Fd 1o tetred vacarce P_00005 724 PHYSICAL PUANT) DIRECTOR § - 001218 7/41
¥ Caleutations
[ Baviaew ooty com <t P_00006751 ORFCE MR + 000820
& 28 pords tudomt P_00007043 TRAINING SPECIALIST - 000831
' Seport Unt Budoet
P_00007078 SECRETARY; SR - DO0SOS
P_00007300 _ i
E’_,b‘cuan Compernaton Dpense
00007154 1
C‘ Mocate Compensation Budget to (L Accourts
P_00011622 T SATE
« Q Owiete Erpioyee Assgrment
[ 7T F P ——
Al Pogtons  Custng Dmgloyees oo oo
(3 Edt Employes Detals
tSate o
£ X

3. Click the Distributions tab.

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

Employes Details

General =~ Position Details  FTE  Status Changes  Salary  Additional Earnings
Cost Allocation
Entity Poaol Commitment Source Start  Allecation
Segment  Segment Segment Cate End Date
1st Allocation D 634002... Facilities Support Unit Fundi... 7i1f16  &f30/17

Fringss = Bensfit Electionf  Distributions

Percentags
Allocation
100

In this example, we will be changing the employee’s Entity and assigning the appropriate Cost

Pool Segment and Commitment Source Segment.

4. Select the Entity Segment drop down field and

click on the down pointing arrow.

5. Enter the desired Entity number into the Search field (e.g., "6340"). Or choose it from

the list.

NOTE: When searching, you do not have to type D_ in the Entity field. You can just
type in 6201 and the list should automatically move to the correct options. You may also

choose to scroll to the appropriate list item.

6. Click the new desired Entity.
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-
Emgployes Details
General = Position Details = FTE | Status Changes = Salary | Additional Earnings | Fringed

Cost Allocation
Entity Poaol Commitment Source Start  Allocation Percen

Seg Segment Segment Dats End Date  Allocal
L
1zt A" ian _an-ml - | |- TP PSRN [ - Sp— L FENEF i T E ]
ies x|

Search ||

Name

D_6340020 ~
D_£340030

| e
D_63500000
D_£3500100
D_£3500200
D_63510000

L S04 04 00 |

7. Select the Cost Pool Segment field and click the down pointing arrow.

8. Click the desired Cost Pool Segment option (e.g., General Admin).

Cost Allocation
Entity Pool Commitment Source Start
Segment Segment Ciate
j.Stlul" .DI'I D__Eyuuz l:il PUNENSSS Ny | WNET R S =ialar
ies
Search
Name
Faolities s
General Admin
HSC Admin-Main i
SPA-Central

9. Select the Commitment Source Segment field and click the down point arrow.

10. Click the desired Commitment Source option (e.g., Support Unit Funding).
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Allocation
Commitment Source Start  Allocation Percentags

it Segme Date End Date Allocation
_ ppart Unit Fundjng = —iatar  simnlas anm
Entrjes

Search

Mames

Mo Commitment Source
Provost Funding

SWP HSC Funding
Concession Funding
Direct Bill Funding
Support Unit Fundi

Mo Commitment ]

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.

Allocation
rce Start  Allocaktion Percentage

___Date  Frod Date Allncation
wl 7116 /30017 100

13. Click the Save button, then click OK.
Notice that any red or yellow fields no longer appear once you save your changes.

General = Position Details | FTE | Status Changes  Salary | Additional Earnings  Fringes = Benefit Elections  Distributions

Allocation
Entity Cast Pool Commitment Source: Start  Allocation Percentage
Segment Segment Segment Date End Date  Allocation
1st Allocation | 634002 General Ad...  Support Unit Fundi... 71116 6f30/17 100

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.
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Employes Details

Right-click on the name of the employee for which you wish to change the distribution

and select Edit Employee Details.

F_DOD0DETS51 F ! m OFFICE MGR. - 000820
P_00007045 & TRAINING SPECIALIST - 0008
e
B 00007100 . @ Caloulate Compensation Expense

@ Allocate Compensation Budget to GL Accounts
P_DODO7156 a
P 00011622 @ Delete Employes Assignment

P 00018271 ey

All Positions  Existing 3 E‘ I Dz Dda%

['_T'_"| Review Employes Allocation Results
Edit
Adjust

| — Y

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

General = Position Detzils = FTE | Status Changes = Salary | Additional Eamnings |~ Fringes = Benefit Elactig
Cost Allocation
Entity Pool Commitment Source Start  Allocation Percentage
Segment  Segment Segment Date End Date Allocation
1st Allocation D 634002 Facilities Support Unit Fundi..  7/1/16  &(30/17 100
4. Right-click the 1st Allocation label.
5. Click the Add Distribution Information link.

Employes Details
General = Position Details = FTE = Status Changes  Salary  Additional Ear

Cost Allgcation
Entity Pool Commitment Source Start Al
Segment Segment Segment Diats Emi
- T s eSS 16 &
Bt bo Do oo Eo e

[} Add Distribution IrlfunﬂatiunB

E_"| View Cwverlapping Distribubions
E View Allocated Expenses
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6. Enter the Effective Start or End Date if it's different.

Runtime Prompts - Add Distribution

et S

| * Enter Effective Start Date TI206
H Enter Effective End Date

0&-30-2017

NOTE: It's very rare to budget a person in the middle of a fiscal year.
7. Click the Add button on the bottom, right of the screen.

8. Click OK to the pop up window.

sC ’
I;D Information

4 EP_SC_AddDistribution was successful,
4

9. 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.

Employes Details

General | Position Details =~ FTE | Status Changes || Salary | Additi

Entity Cost Pool Commitment Source
Segment Segment Segment

1st Allpcation  D_534 acilibes Support Unit Funding
nd Allocation I
ies

Search |
Mame
D_&3400100

OIS ULLIURS

D_6340030
D_6340040
[ S3CN0000

D_63500100
D_63500200

10. Click the Cost Pool Segment, Commitment Source Segment field, and Allocation
Start and End Dates and enter the appropriate data.
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11. 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.

Allocation
Stark
Date

7116

I 1/4/17

12. 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.

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

My Task List Task - Maintain filled positions = Task Instructions
F Eudget Preparation
E¥ Review employee infarmation 9 Current zrio: SU_Burget |
9 pacs adijust compensation and frings 634001 PPD-Bldgsrve Admin-Admir | ﬂ
¥ Manage position and employes data Pos)
"' bleobio - ik ok o E):
¥ Maintain fillad positions
Fl gy oy - . L - P_ 00005307 MANAGEMENT ANALYSIS CRD 2 - 001133 7/
e —
4 ¥ Fill to-berhired vacancies P 00006734 PHYSICAL PLANT; DIRECTOR 5 - 001241 7
B calculztions
P review entity compensation budgsts P_00006751 OFFICE MGR. - 000820 7!
' All Funds Budget P_00007049 TRAINING SPECIALIST - 000831 7/
' support Unit Budget
P 0000707 R 7/
et 1 @ Caloulate Compensation Expense .
—_ : £
@ Allocate Compensation Budget to GL Accounts
P 00007156 3 7
D AT @ Delate Employes Assignment -
A
P_00018271 I = yo 7
P — Edit Employee Details
Change Status %
E| Review Employes Allocation Results
Edit ¥
Adjust L

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

4. Right-click the Allocation label you wish to delete.
5. Select Delete Distribution Information.

6. Click OK to the pop up window.
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Employes Details

General = Position Details =~ FTE | Status Changes | Salary | Additional Earnings | Fringes = Benefit Elections

Distributions
Allocation
Entity Cost Pool Commitment Source Start  Allecation Percentage
Segment Segment Segment Diate End Date  Allocation
oD _634002... Facilities Support Unit Fundi..  7/4/16  &/30/17 50
[ond Allocabinn [P A34001  Genarsl Ad Sunnort Unit Fundi . 1/4/17  §/30/17 50

Return to Previous Form

[ Delete Distribution Information
Distributions %
E| View 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.
Cast Allocation
Entity Pool Commitment Source Start  Allocation  Percentage
Segment  Segment Segment Date  End Da i
1st Allocation D_634002... Facilities Support Unit Fundi..  7/1/16  &f30/1f 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 Support Unit Budgets
forms 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 anywhere in the main portion of the edited position.

Employee Letails

General = Position Detaile | FTE = Status Changes | Salary  Additional Eamings = Fringes | Benefit Elections = Distributions

Allocation
Entity Program Dept Flex Start  Allocation Percentage
Segment Fund Segment Segment Segment Date End Date  Allocation
1st Allocation D_634002.. 101-CRRNT-NO_SOF PRG_0S.. MNoDeptFlex  7/1/16  6/30/17 100

2. Click Calculate Compensation Expense.

FTE Ststus Changes = Salary = Additional Earnings | Fringes = Benefit)

Cost Allocation
Pool Commitment Source Start  Allocation Percentage
bt Segment Segment Diaks End Date  Allocation
| Facilities E - T T T
Return to Previows Form
|:_»_| Add Distribution Information

|:1| View Owverlapping Distributions
i Y

L Ll
T T T T L AT T

I_‘:J Caloulate Compensation Expense

Edit b
Adjust b
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NOTE: You will see an animated blue circle within the Launch Business Rules window while

the process is running. See image below.

EP_SC_EmpDistElmCost in Progress...

3. Confirm the calculation procedure was successful by noting the message that appears in

a pop up window. Click OK.

c .
I;D Information

a EP_SC_EmpDistElmiCost was successtul.

OK

form again.

5. Choose Allocate Compensation Budget to GL Accounts.

FTE = Status Changes | Salary = Additional Eamings | Fringes
Cost Allocation
Poal Commitment Source Start  Allocation Percentage
Segment Segment Date End Date  Allocation

raf4c s iani4T 4

Facilities | Suppor "= =

Return to Previous Form
Eg_m.dd Distribution Information
['_T-_’-| View Overlapping Distributions
E View Allocated Expenses

—%-Galeulabe—@aﬂpaﬁsaﬁ-&n—&npaﬁsﬂ

Benefit Elections

After the Launch Business Rules window closes, right click within the same cell on the

@ Allocate Compensation Budget to GL Accounts
Edit

s

Adjust

@Cﬂm ments
YearTotal 4= :
S-sunnorting Dt

b

mber

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

Support Unit Budget Request 34

January 3, 2018




6. Confirm the procedures have completed successfully by noting the message that

appears in the pop up window.

I:D Information
f

EP_SC_AllocDistCost was successful.

ITYIIIGHIL T IGHIL

Farlities _Sunpnort | ot Fondi

wavs
7i1/15

AI30017

NOTE: Sometimes the Launch Business Rules window gets stuck. If you notice the calculation
or allocation has been running for long time, you can check to make sure the rule has finished
running by clicking Tools>Job Console from the Menu bar.

If the last column says “Completed”, the procedure has run successfully. If not completed, click
Tools > Job Console again to refresh the screen until the job reads Completed.

Job Console
Start Time By End Time
Status Select Run Status [»]  10b Name
view % Hfpetach | E E T
Job ID Job Type Job Name
» 37 Rules EP_SC_AddDistribution
» 45 Rules EP_SC_DeleteDistribution
52 Rules EP_SC_EmpDistElmCost
> 58 Rules EP_5C_AllocDistCost

E"(g Job Type  Select Job Type ﬂ
Usar Name j
User Name Start Time End Time Run Status
rmitchell 5/22/16 2:03:38 PM 9/22/16 2:03:38 PM Completad
rmitchell 92216 2:13:44 PM 59/22/16 2:13:44 PM Completed
rmitchell 9/22(16 2:16:45 PM 9/22/16 2:17:32 PM_Complated
rmitchell 5/22/16 2:19:22 PM 9/22(16 2:20:06 PM Completed
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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. Make sure the position status is Vacant.
NOTE: If the position is listed as Not Budgeted, complete the following steps to assing
FTE to the position first.

a. Right click on position and choose Edit Position Details
b. Click the FTE tab

c. Right click on assignment label and choose Update FTE

d. Enter FTE value and the Start and End Dates
NOTE: Leave the End Date blank to make this an ongoing change.

e. Click Add, then OK.

2. Click the Assign Employee option and then click the Assign Existing Employee.

307 MANAGEMEMT AMALYSIS CRD 2 - 001133 7/1/16 Fllleii 12 months 40 1] 1 1 A
734 PHYSICAL PLANT; DIRECTOR 5 - 001211 7/1/18 Filled 12 months 40 0 1 1 Ag
748 PROGRAM AST - DDO90= Zl1lac Wt 12 months 40 1 1 1
751 OFFICE MGR. - DODS20 Eil Edit Position Details 12 months 40 0 1 1 Ag
752 FISCAL AST; SR - 0008 12 months 40
762 SECRETARY: SR - popg LE] Calculate Compensation Expense 12 months 40
(49 TRAINING SPECIALIST |:p_| Allacate Compensation Budget to GL Accounts 12 months a0 0 1 1 Ad
078 SECRETARY; SR - D003 12 months 40 0 1 1 Ag
100 CLERK; SR - 000798 12 months 40 0 1 1 Ag
156 CUSTODIAL SERVICE]  — an o i 1 Ag
627 CUSTODIAL SERVICE Assign Employee @.ﬁ.ssign Ewisting Employes 1 Ad
271 CUSTODIAL SERVICES =il i i 1 Ag
ons Al Adijust 1 -8 10 1
Cnm ments
'_'== Supporting Detail

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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Runtime Prompts - Assign Existing Employee
Prompt Text Valus
i * Select Employee UFID_41833908
|isd] * Enter FTE T
_Q * Enter Effactive Date 7/1/13
|i#f] Enter Union Code Mone
i Enter Full/Part Time Full-time

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

5. Click the Assign button at bottom right of window. Click OK.

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

et s et 4 i+ s s 1A 4 8 b o e 1 e et e o PR

UFID_41¢ Mitchell,F
P_DDDDE?‘{E Mitchell,Ronda Clemons-41839208 +0GMM AST - 000S08 7/1f16 None Fulli... 9/15/08
h UFID 62! Rodrigue;

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.

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. Make sure the position status is Vacant.
NOTE: If the position is listed as Not Budgeted, complete the following steps to assign
FTE to the position first.
a. Right click on position and choose Edit Position Details
b. Click the FTE tab

c. Right click on assignment label and choose Update FTE
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d. Enter FTE value and the Start and End Dates

NOTE: Leave the End Date blank to make this an ongoing change.

e. Click Add, then OK.

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

Click the FTE tab.
Right-click anywhere on the assignment label.
Choose Update FTE.

Position Details

General = Employed FTE | Ptatus Changes  Salary

FTE FTE
Proposed  Start End
FTE Date Date

IMW 1 1710 &land
[ Update FTE
[ Adjust Pariod LJ;% Detdils

Return to Pravious Form

@ Calculate Compensation Expenss

P (' |

Additional

Input the FTE for this position.

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.

Prompt Text ks

|18 * Enter FTE 1

I.ﬁ * Enter Effective Start Date 07-01-2016
8 Enter Effective End Date

8. Click Add, then click OK.

9. Confirm the assignment appears under the FTE tab.
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Position Details

General  Employee  FTE — Status Changes
FTE @ FTE
Proposed Start  End
==

1st Assignment i 7y |

10. Right click anywhere on the form and click Return to Previous Form and notice your
position should now read Vacant in the Occupancy Status field.

P_00006751 OFFICE MGR. - 000820 7116 Filled 12 month
P_D0006752 FISCAL AST; SR - 000834 71116 P month
P_00006752 SECRETARY: SE - 000305 71116 Vacant 1} month
P 00007048 TRAIMING SPECIALIST - 000831 7116 Filled %1 ! month
P_00007078 SECRETARY; SR - 000805 7116 Filled 12 month
P_00007100 CLERK; SR - 000798 71116 Filled 12 month
11.
12. Right-click the Position number.
12. Click the Assign Employee on the pop-up menu.
14. Click the Assign To-Be-Hired Employee option.
A3l UFFILE FRakR - LSS fIiflo Hnea 1.2 Monms S w 1 1 Am...
752 FISCAL AST; SR - 000834 7/1/16 Mot Budgeted 12 months 40
762 SECRETARY; SR - DD0S0S 7116 Varant 12 manths 40 i 1 1
D48 TRAINING SPECIALIST - 00D - ) nths 40 0 1 1 Adi..
078 SECRETARY; SR - 000B05 Lo Edit Pasition Details nths 40 0 1 1 Adi.
100 (CLERK; SR - 000798 [ Calculate Compensation Expense nths 40 o0 1 1 Adi..
156 CUSTODIAL SERVICES SUPT Ql Allocate Compensation Budget to GL Accounts nths 40 0 1 1 Acdh...
622 CUSTODIAL SERVICES SUPT nths 40 o0 1 1 Aci..
271 CUSTODIAL SERVICES SUPT nths 40 0 1 1 Adi..
ms Al A M 7
Assign Employes L4 E;'mssign Existing Employes
Edit ¥ | [ Assian To-Be-Hired Employee %
Adjust ¥
Bﬂamments

'E Supporting Detail
Change History
& Attachments
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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.

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

Runtime Prompts - Assign To-Be-Hired Employee

Prompt Text
| Enter Employee Number UFID 50798430
ysg| = Enter Employee Name

_Lﬂ * Select FT/FT Full-time
i8] * Select Union Code None

il * Enter FTE 1

i@ = Enter Hire Date 7-1-2016

17. Click the Assign button, then click OK.

18. Note the Occupancy Status of the position is now "Filled."

P_0000&6751 OFFICE MGR - 000820 7/1{16 Filled 13

P_0D006752— s aA—As - A—a00824 =TENET- M 13
P_0D006762| SECRETARY; SR - 000805 7/1/16 Filled 13
P_00007045 13
P_0DD07078 SECRETARY; SR - 000805 7/1/16 Filled 13
P_0D007100 CLERK; SR - 000798 7/1/16 Filled 13
P_00007156 CUSTODIAL SERVICES SUPT - 001071 7/1/16 Filled 13
P 00011622 CUSTODIAL SERVICES SUPT - 001071 7/1/16 Filled 13

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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e g e e e

Manage pasition and employes data

Posit
E“'M irﬂ—_ninvr1 e dof o ?)ti?
E’l“ailﬁn filled positions|
= P_00005307 Garzon,David H-38583600 MANAGEMENT ANALYSIS CRD 2 - 001133 7/1
r 9 Fill to-be-hired vacancies P_00006734 Bacon,Derrick Marquise-41068041 PHYSICAL PLANT; DIRECTOR 5 - 001211 7/1
> Calculations
s B peview entity compensation budgets P_00006748 Mitchell,Ronda Clemons-41839908 PROGRAM AST - 000903 1
{j All Funds Budget P_0DDD6751 Rodriguez,Evangelista-69500850  OFFICE MGR - 000820 711
¥ support Unit Budget
P_00006762 | To Be Hired 241 7
Calculate Compensation Expenss
P 00007045 Afzal Boback-747 s 7
[ Allocate Compensation Budget to GL Accounts
4 P_00007078 Slean,Rebecca L- 711
P 00007100 Williams,Linda L [, Delete Employee Assignment 71
P_00007156 Bryant,Michae[T- Assign Emplayes 1 7]
Edit Empl i
P 00011622 Anding,David-paC (2 Ecit Employee EEE@ 1 711
[E Change Status
P_00018271 DetGenova,Tamar E Review Employes Allocation Results 1 7
i »
All Positions  Existing Employe: Edit
Adjust 4
 — Y

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

you have a valid FTE. »

Employes Details

General =~ Position Details | FTE  Status Chang

...... .

FTE @ FTE
Proposed Start  End
E et
1st Assignment 1 7y

N

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.

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

Common status changes are 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.

3. Click the Status Change tab.

4. Right-click the blue assignment label of the assignment you wish to change.
5. Click the Change Status option.

= Manage position and employes data QJ Current Year of View: FY17

Employee Details

General  Position Detzile FTH Status Changes | Szlary

Assignment  Assignment

> B Fill to-be-hired vacancies Adtion  Start Date  End Date
> ¥ Calculations g . . iarer
> ¥ Review entity compensation budgets E;ll Change Status
' a1l Funds Budget E ) EE L Results
() }

support Unit Sudget @ Calculate Compensation Expenss

@ Allocate Compensation Budoet to GL Accounts
Return to Previous Form
Edit r

6. Double-click the Select Status drop down field arrow.

Runtime Prompts - Change Status

Prompt Text Valus

|i#] = Select Status Active ‘[%

[ = Enter Effective Start Date [
I.ﬂ Enter Effective End Date |§E’9
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7. Click the appropriate status (e.g., Maternity, Inactive, On Sabbatical, etc.).

Runtime Prompts - Change Status
Prompt Text
L"_’-'} * Select Status Example: 11/29/98
@8 * Enter Effective Start Date
@ Enter Effective End Date

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

Runtime Prompts - Change Status

Prompt Taxt Valus
|| * Select Status Inactive
8 * Enter Effective Start Date 12/1/16

ﬁ Enter Effective End Date

9. Click the Change button, then click OK.

10. Confirm the additional allocation displays with the appropriate Action.

Employes Details
General ~ Position Detzile FTE  Status Changes

Assignment  Assignment
Action  Start Date  End Date

' ; 7/1/16 113016
2nd Assignment Inactive 12/1f16

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

NOTE: The Calculate and Allocate process may take a few minutes.

14. Go to General tab and change the appropriate Assignment End Date.
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Employee Details

General Position Details FTE = Status Changes  Salary  Additional Earings | Fringes | Benefit Elections  Distributions

Annual Defaul]
Employee Employee  Hire Salary Termination Weekl
Number Mamz Date Employes Type Spread FT/PT Union Code Date Haours{
UFID_74 Williams,|
4/2{  TeamfUSPS Norn-Exem... 12 months Full-ti.. Outof Unit-.. 4

Assignment End
Date

11/30/2016 [y

Status

[nactive

15. Click the Save button, then the OK button.

16. Right click and click the Return to Previous Data Form option.

Removing an Assignment
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.

T

P_D0005307 MANAGEMENT ANALYSIS
P_00006734 PHYSICAL PLANT; DIREC]
Fl DDDDE?% MW RNands Mlaomans A1 220002 NONCWENARL ACT  AOOOMS

I:E| Calculate Compensation Expenss

P_DO006751

EE| Allocats Compensation Budoet to GL Accounts
P_00O00ET62
P 00007045 1 I:.@ Delste Employes ﬂssignr[f%nt
Sl Assign Employes 3
P OOO07100 [_ﬂil Edit EI'I"ID'G'{.I'EE Details

ﬁ .: g 2

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.

Support Unit Budget Request 44

January 3, 2018




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 Occupancy Annual Salary] | Default Weekly || Availa

Date Date Status Spread Hours FTE|
P_00020441|HUMAN RESOURCES; DIRECTOR 6 - 001201 7i1/14 Filled 12 months 40
P_00020560 IHUMAN RESOURCES; VICE PRES 7 - 001536 7i1/14 NotBudgeted |12 months 40
P_00020709 IHUMAN RESCURCES REP - 000829 7i1/14 Filled 12 months 24.8
P_OUUZOQS?IHUMAN RESOURCES; CRD 2 - 001298 7i1/14 MotBudgeted |12 months 40

FTE may be changed either per position or per employee.

To change the position FTE only

When you budget salary to a vacant position directly and need to update the position to part-

time, you change the 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.
3. Click the FTE tab.
4. Right-click in the Proposed FTE field.

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

Position Details

General Employed| FTE = $tatus Changes = Salary

FTE @ FTE
Proposed Start  End
FTE Date Date

1=t Assignment ———

[ Update FTE
etails

Return to Previous Form

E | Calculats Compensation Expenss

In this example, we are changing the position from a 1.0 FTE to a 0.5 FTE.
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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] key on keyboard to remove the Effective End Date to make this an

ongoing change.

Runtime Prompts - Update FTE
Prompt Text
i8] * Enter FTE
i * Enter Effective Start Date
3 Enter Effective End Date

Valus
3

07-01-2016

9. Click the Add button, then click OK.

10. Confirm the assignment updates correctly.

Position Details

General = Employee  FTE

Status Change

Proposed
FTE

1st Assignmenit 0.5

ETE | FTE
Rtart  End
Date  Date

A1/

To change the FTE for an employee.

When you budget salary to an employee and need to change the employee to part-time, you

change the FTE for the 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.
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|

Employes Details

General = Position Details  FTE |~ Sthtus Changes | Salary | 4

—H—+#TE
Proposed Start  End
FTE Date Date

HW 1 7

Return to Previous Form

@ Calculate Compensation Expenss

-%—mmun Budget to GL Accounts
[ Updat= FTE
[ Adijust Period Layel petails
Edit
e )

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] key on keyboard to remove the Effective End Date to make this an

ongoing change.

Runtime Prompts - Update FTE

Prompt Text Value

L‘ﬂ * Enter FTE .5

Iﬂ * Enter Effective Start Date 07-01-2016
@ Enter Effective End Date

9. Click the Add button, then click OK.

10. Confirm the assignment updates correctly.

Employee Details

General = Position Details FTE | Status ChJ

FTE | FTE
Proposed $tart End
FTE pate Date
1st Assignmeng 0.5 71/
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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.

Click on the job name cell once.
Click the job drop down arrow.

Use the Search field to search for a position name or job number and select or choose
the position from the list if it already appears.

P_DUDOS30S | MANAGEMEMI ANALYSIS CHD 2 - DD1133 A1)16 Hiled 1. months
P 00006734 PHYSICAL PLANT; DIRECTORS - DI."IT jj 7/1f16 Filled 12 months
P 00006748 PROGRAM AST - 000908 - ETENERS e R -
P_00006751 OFFICE MGR - 000820 ies
P_00O006752 FISCAL AST; SR - 000834

Search  prof x

P_00006762 SECRETARY; SR - 000305

P_ 00007049 TRAINING SPECIALIST; SR - 000832 —Lialls
B 00007078 SECRETARY: SR - 000505 DESIGMATE PRESIDENT & PROF - 00001

DESIGMATE DIR. & PROF - 00002
P_00007100 CLERK; SR - 000798 kDDDDD

EMER VICE PRESIDENT & PRO
P_00007156 CUSTODIAL SERVICES SUPT - 00107 S R = = R T

P_00011622 CUSTODIAL SERVICES SUPT - 001071  EMER PROFJPKY - 000008

DO 97 ST TAL CEDVTEEC Ol IDT W 0T cpacn s oosc dogsy  oeend o

=7

NOTE: The cell may flash to yellow to indicate a recent edit has not yet been saved.

5.

6.

Click the Save button.

If no additional changes are needed to this position, skip to step 21.

In this example, we need to change the benefits from a USPS Non-Exempt rate to a Faculty
Exempt rate.

Change the Salary Admin Plan

7.

8.

Right-click on the newly changed position.
Choose Edit Position Details.

Click the Salary tab. Notice the Salary Admin Plan still says TU2N which is a TEAMS
USPS Non-Exempt salary plan.
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e | - = T : -
Position Details

General =~ Employee  FTE  Status Cha

Option Option  Allows Owerrids
Option Start End Value Option

Value Date Date Change Value
TUZN IF Elemant Change o 7/1f... Yes o

10. Click the Fringes tab and notice the fringes are TEAMS USPS fringe rates.
Position Details

General Employee FTE = Status Changes | Salary Bensfit EIBEﬁDFI
:'n;acanv:',r
Owverride Option  Option
Option Option  Start  End
Value Walue Date Date Value T
Fringe_TEAMS_IJSPS_Mon-Exempt 1st Element Change 42,9 429 71 . Percentage af
e TR tt R En s 15t Element Chanage 5.4 5.4 7. Percentage af

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

12. Click Delete Salary Information, then click OK.

Position Details

General Employes  FTE ndoftional Eamings | Fringes Berlell

) Employee:\acan

Option Option  Allows  Owerride
Option Start End Value  Option
Value Date Date Change Value

TUZN — nl 7 Ve n

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

4 B
Right-click and add Salary Grades
Option Option  Allows  Owverride
Option Start End  Value  Option
Value Date Dste Change Value
Betumn to Previgus Form
E@ Add Salary Information
D;J Delets Salary Information [%
Expense E@ Calculate Compensation Expenss
Total Positior @ Allocate Compensation Budget to GL Accounts
['_T-_H View Budget Impact of Salaries
P—

14. Click the Salary Grade Select Members icons to search for and locate the appropriate
salary grade for this position.

In this example, we will choose FA12, which is a Faculty 12 month Salary Admin Plan.
15. Expand the Salary Grades and Faculty categories, and then click FA12.

16. Once FA12 is chosen click the right arrow to send it over to the Element area on the
right hand side and then click OK.

w we mm ouw wa w mm
Member Name Member Name
Elemnent et

Salary Grades FA1Z
Faculty
» FADS
» FALD

FAlZ
» FASU
& COM Clinical Faculty ®
> Exempt TEAMS/USPS Add

» Non-Exempt TEAMS/USPS )
Remove

&

Remove All

Help oK| [d a:noal
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17. From the Add Salary Information window, adjust your Effective Start Date if needed. In
this example, we will leave it at 7/1/2016.

18. Click the Add button, then click OK.

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

19. Right-click on any cell in the Position Details section and choose Calculate
Compensation Expense. And then run the Allocate Compensation Budget to Gl
Accounts calculation.

Status Changes || Salary | Additional Earmnings | Fringes |~ Benefit

J Employes:Vacanod

Option Option  Allows  Owerride
Option Stat  End  Value  Opfion
Value Date Date Change Value

0 71
Return to Previous Form
I‘_E| Add Szlary Information

T T

I‘_E| Calculate Compensation Expenss [

Edit »

20. Go to the Fringes tab and notice the fringes are now Faculty fringes.
Position Details

..............

General | Employee = FTE @ Status Changes | Salary | Additional Eaming Fringes  |Benefit Election

J Employes:Vacancy

Override  Option  Option
Option Option Start  End

Value WValue Date Date Value Type I
Fringe_Faculty 1st Element Change  25.7 25.7 Ty Percentage of Over
nge_on- . Earnings  1st Element Change 5.4 5.4 71 Percentage of Othe

Promote an Individual

Use this procedure if you have employees who have changed to new job titles after the dataload
(or after Hyperion is open)

21. Click Maintain filled positions from the Budget Prep panel.

22. Click on the job name on the position and select the drop down arrow.
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23. Use the Search field to search for a position name or job number and select or choose
the position from the list if it already appears.

P_00D06751 OFFICE MGR. - DD0B20 7/1f16 Filled 12 months
P_ 00006752 FISCAL AST; SR - 000834 7116 Mot Budgeted 12 months
P_00006762 SECRETARY; SR - 000805 7116 Over Filled 12 months
00007049 TRAINING SPECIALIST - 000231 - |ﬂ Iaiar =i B -

P_00007078 SECRETARY; SR - 000805
P_00007100 CLERK; SR - 000738
P_00007156 CUSTODIAL SERVICES SUPT - 001071

P 00011622 CUSTODIAL SERVICES SUPT - 001071 Mame
—FRALMING COECTALICT ooogod
P 00018271 CUSTODIAL SERVICES SUPT - 00107

TRAIMIMNG SPECIALIST: SR - 000832
&ll Positions Al . [%

Search

FISCAL AST - 000833

FIZLAL AST, 38 - UUUo>%

FISCAL OPERATIONS SPV - 000835
ACOOUNTANT - 000835
ACOOUNTANT; SR - 000837
COLLECTIONS/LOAN MGR - 000838

NOTE: The cell may flash to yellow to indicate a recent edit has not yet been saved.
24. Click the Save button, then click OK.

25. If the Salary Admin Plan is changed, you need to update the Salary Admin Plan on the
position.

You will update the Salary and Fringe benefit, if needed.
26. Right-click on the name of the employee holding newly changed position.
27. Choose Edit Employee Details.

28. Repeat steps 9 — 20 above as needed.
NOTE: Make sure you do that on the employees.

29. Click the Save button.

30. 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.

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.

Employes Details

General  Position Details = FTE | Status Changes | Salarf  Additional Earnings

Right-click and add Additional Earnings Elements

Hinges

Cwverride Option [Option Valus Allows
Option  Start | Emd | Type Eamning Value
Value  Date

lj’ll Calculate Compensation Expenss
EE| Allocate Compensation Budoet to GL Accounts
EL View Budget Impact of Additional Eamings

FoTT

EE| Add Additional Eamings

| Delete Additional Eamings [%
Edit 3

Bidia it 1Y

6. Click the Enter Additional Earning Select Members drop down icon.

7. Click the Display Properties icon.

APy E | W@

Members Variables

Aliac

8. Click the Alias menu.
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PP E @@

Member Name

® Alias %
Member Name:Alias l
1er_gency Alias:Member Name
| Diff Pay

Diff Pay Additional Display Properties »

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.

Members Variables

AP P ETRy@

Alias Alias
Element Elarmant
» ASB Asbestos Pay A "OTS Overtime"
» CWE Campus or Weather Emergency

» OCH 230-0n Call Hol-Wkend Diff Pay

TOCW-2250m 'eck Day Diff Pay
» OTS Overtime
SEP Fuening shift %96 Differential

» SNP Night Shift 10% Differential &

» UOT UPD Overtime Add
» ADU Additional Duties (HSC) 3
» BNS Bonus Remove
» ESC 170-BExtra Comp (5) &
» ESH 175-Extra Comp (H) Remove All
» ESL 180-Extra Comp Lump Sum

i ERA Eouindation Paymant

11. Click the OK button.

12. If you want to make this effective as of July 1, 2016, click inside the Effective Start Date
field. For example, change the date to "7-1-2016".

Prompt Text
o7 ~ Enter Additional Earning

Lﬂ * Enter Effective Start Date

13. Click the Add button, then click OK.
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14. Click in the Override Option Value field and enter the Amount of the additional
earnings. For example, enter "500.00".

Employee Details

General Position Details FTE ~ Status Changes  Salary  Additional Eamings =~ Fringes

Override Option Option

Option  Start  End

Wetme——ate  Date Value Type Input E
OTS Owvertime  1st Element Changg 500 71/.. Amount - Spread with Sala... Bs

15. Click the Option End Date field and enter the date this option amount will end. For
example, enter "7-30-17".

Override
Option
Value  Option Start Date | Option End Date Value
OTS Overtime  1st Element Change 500 77| 7/30/2017 & |amount - 5

16. Click the Value Type Input field and a drop down list will appear. Select Amount — July
which will budget the additional pay amount all in July.

TE Status Changes Salary  Additional Earnings  Fringes  Benefit §

Override Option
Option  Start

Value  Date Option End Date Value Type Input E3

‘hange R T2 —1mnimna e 100NE - Snread with Salan - Bad

Entries x

Search

Name

Amount - Spread with Salary
Percentage of Salary
Percentage of Overall Earnings

Earnings
Amount - Jul
Amount - Au&}w
Amount - October L
Amount - November

Amount - December 2
Amount - January ’

17. Click the Save button, then click OK.
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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.

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.

Employee FTE  Status Changes = Salary

FTE FTE
Proposed Start End
FTE Date Date

;ignment 1 7 RN

[ Update FTE

rﬁ' Adinet Poringd
=T :

Details

[A=)

Return to Previous Form

4

c. Enter the appropriate FTE.

d. Click the Add button, then click OK.
Runtime Prompts - Update FTE

Prompt Text
| * Enter FTE
_.d * Enter Effective Start Date

_‘d Enter Effective End Date

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.
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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.

‘hanggs Salary |Additional Earnings

) Employee:Va

Jption Option Allows Owverride
Stat End  Value  Option

Date Date Chang alue
71/... Yes 20,000

6. Click the Save button, then click OK,

7. Go to the Distribution tab and input your distribution information and save.

8. Run both the Calculate and Allocate procedures.
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Calculate and Allocate Compensation per Entity

In Hyperion you have the option of calculating and allocating after each transaction or all at
one at the end of all of your transactions.

Complete these tasks to run the calculation and allocations after all of your transactions for
the day.

BEST PRACTICE

Because of the amount of time it takes for the system to complete the running of these
options, the Budget Office recommends running this at the end of all your transactions,
rather than after each transaction.

For large units, please run these rules at the four digit department level instead of the
whole unit. If these rules are run at the whole unit level, the calculations may cause the
system to freeze.

1. Navigate to: My Task List > Budget Preparation > Calculations > Calculate
compensation budgets.

2. Click the Launch button.

0 Task st stotus < |

> Forms Task List Status

My Task List Task - Calculate compensation budgets = Task Instructions

> P Budget Preparation

b4 & Review employes information Launch Business Rules

Plan Typse HCP

. Business Rule EP_SC_EmpDistElmCaost_all
o Manage position and employes data
LINC

- Calculations
E‘ Calculate compensation budgel‘s.l
= B pllocats compensation to general ledger 2

> B Mass adjust compensation and fringe

> B Raview entity compensation budgsts
» ¥ all Funds Budget
» & support Unit Budget

3. To change the entity, make sure the Version is Working Flat (or Working
Optimal) and the Scenario is SU_Budget.

4. Select the appropriate Entity.

Runtime Prompts - EP_SC_FmpDistElmCost_All ]
Prompt Text Valus
& = Select Version "Working Flat™ L]
&F * Select Scenario "SU_Budget” .
.7 * Select Entity HR_6310 A,
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5. Click your Department to select it.

6. Click the right arrow to move it to the right side of the screen.

7. Click the OK button.

Member Selection

Dimensions Enh'ty

Members  Variables

AP SPEBTET®

Member Name
Entity

-# Unspecified Entity ~

Generic Entity
HR_13
HR_1301

» HR_1302
5 HR_1303
5 HR_1304
HR_5506
HR_63

* AR_£320
> HR_6330
> HR_6340
5 HR_6350
5 HR_6351

Member Name
Eniti

HR_6310

®
add

S

Remove

&

Remove All

8. Click the Launch button.

The system will create a popup let you

know it was successfully run.

(i) Information x

EP_5C_EmpDistElmCost_all Rulz was run successfully

9. Once you see the rule was run successfully, click the Allocate compensation to

general ledger accounts option.

10. Click the Launch button.

W vso_psre - rescristseores <

» Forms
My Task List
P2 Budget Preparation
3 & Review employes information
b S ) Mass adjust compensaticn and fringe
] Manage position and employes data
I+ & Maintain position data
S Maintain filled positions
i 5 Maintain employees by position
> S Fill to-be-hired vacancies
] Calculations
3 S Calculate compensation budgets

Task List Status

Task - Allocate compensation to general ledger accounts =~ Task Instructions

Launch Business Rules

Flan Type HCP

Business Rule  EP_SC_AllocDistCost

3 P Review entity compensation budgets
3 P All Funds Budget
3 P2 Support Unit Budget

> E’mm compensation to Eneral Iedger au:ounisl
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Before going into details on how to select the calculation criteria, let's define some concepts.

Existing Employees are all of the pre-loaded employees. Existing Employees have a valid

8-digit UFID.

Existing Positions are all of the pre-loaded positions. Any position that starts with

“P_," “"P_A," “SA_," or "SB_" is an existing position.

To-Be Hired Employees start with "To_Be_Hired” followed by a digit.

An example is: "To Be Hired 1.”

New Positions are all added to Hyperion by the Budget Office per requests from a

unit. They start with "New Position.” An example is: “"New Position 100.”

Here are the three major instances when you may run the allocate compensation rule.

Parameters Position Employee Employee/Position Relationship
Instance 1 P_oooooooc Name_UFID Existing Employee on Existing Position
Instance 1 P_oo00000¢ Name_UFID Existing Employee on Existing Position
Instance 2 P 0000000 To be Hired 1 To Be Hired on Existing Position
Instance 2 P 0000000 To be Hired 2 To Be Hired on Existing Position
Instance 3 New Position To be Hired 3 To be Hired on New Position

Each of these calculations correspond with different parameters, which are shown below.
Review the list of employees/positions in your department. In most cases, you will have
existing employees on existing positions. When you run the allocate compensation
calculations for these instances, make sure you use the following parameters:

Instance 1: Existing employees on existing positions

Runtime Prompts - EP_SC_AllocDistCost E

Prompt Text Valuz
&F * Select Employee EMP_6310

=

4

--_+ * Select Entity HR_6310

=

4

4t * Select Position
¥ * Select Scenario

. * Select Version

POS_6310
SU_Budget

Working Flat

=

4

=

-

4

If you have existing employees on existing positions, you need to set these
parameters: Make sure you select EMP_XXXX for Employee criteria and
POS_XXXX for Position criteria. You can also type those values directly into the
boxes. The Scenario should always be "SU_Budget” and the Version should
always be “Working Flat” (or Working Optimal) when you work in the SU
Budget Request cycle.
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Instance 2: To-be-Hired employees on existing positions

Runtime Prompts - EP_SC_AllocDistCost 3
Prompt Text Value
.-‘*' * Select Employee "Mew Employees" LB
-_+ * Select Entity HR_6310 L
&t = Select Position POS_6310 k.
& * Select Scenario SU_Budget 4,
& = Select Version Working Flat h.

If you have To-be-Hired employees on existing positions, you need to set these
parameters: Select New Employees (which represents all the To-be-Hired) for
Employee criteria, and POS_XXXX for Position criteria. You can also type those
values directly into the boxes. The Scenario should always be "SU_Budget” and
the Version should always be "Working Flat” (or Working Optimal) when you
work in the SU Budget Request cycle.

Instance 3: To-Be-Hired employees on new positions

Runtime Prompts - EP_SC_AllocDistCost (=
Prompt Text Value
.—: * Select Employes "New Employees" _E
.t = select Entity HR_6310 s,
. * Select Position "Total New Positions™ LEN
i * Select Scenario SU_Budget #,
&t * Select Version Working Flat #,

If you have To-be-Hired employees on new positions, you need to set these
parameters: Select New Employees (which represents all the To-be-Hired) for
Employee criteria, and Total New Positions for Position criteria. You can also
type those values directly into the boxes. The Scenario should always be
“SU_Budget” and the Version should always be "Working Flat” (or Working
Optimal) when you work in the SU Budget Request cycle.

The following steps show you how to make selections for Instance 1. You can follow these
steps to make selections for instances 2 and 3 as well.

11. To change employee selection, click the Search button next to the Select Employee
box.

Runtime Prompts - EP_SC_AllocDistCost

Prompt Text Value
.7 = Select Employes UFID_ E
7 = Select Entity HR_1302 =, %
2 * Select Position "All Positions” LE
_-." * Select Scenario “Budget” 'R
_-.‘f * Salect Version “Stage 1" p:

Launch || Cancel || Create runtime prompt values file

12. Navigate along the branches to select employee branch for your organization.

13. Click the right arrow to move it into the right side of the window.
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14. Click the OK button.

Runtime Prompts - EP_SC_AllocDistCost

%]

Members  Variables

AP IBTYRe@
Member Name
Employee
Total Employees
Unspecified Employee
Vacancy
Existing Employees
EMP_President
EMP_Senior Vice President for Academic Affairs and Provost
EMP_
EMP_Senior Vice President for Health Affairs
EMP_Vice President and Chief Financial Officer
EMP_Vice President and Chief Information Officer
EMP_Vice President and General Counsel
EMP_Vice President for Business Affairs
EMP_61

EMP_6330
EMP_6340
EMP_6350
EMP_6351
EMP_6352
EMP_6353

EMD_A354

Senior Vice President for Administration and Chief Operat. b4
EMP_Senior Vice President for Agriculture and Natural Resources

Member Name
4] EMP_6310

Add

Remove

Remove All

Next, you will select Department as the

Entity you want.

15. Click the Search button next to the Select Entity box.

Runtime Prompts - EP_SC_AllocDistCost

Prompt Text
it = Select Employee
& = Select Entity
. * Select Position
& = Select Scenario
it = Select Version

Value
EMP_6310
HR_6330
POS_6330
SU_Budget
Working Flat

16. Click the arrow button next to your Department.

17.Select the Department.
18. Click the right arrow to put itin

19. Click the OK button.
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Runtime Prompts - EP_SC_AllocDistCost =

Members  Variables 2

AP REHRTRT@

Member Name Member Name

Entity oy
Unspecified Entity A HR_6310

Generic Entity

Total Entity
HR_President
HR_Senior Vice President for Academic Affairs and Provost
HR_Senior Vice President for Administration and Chief Operating
HR_Senior Vice President for Agriculture and Natural Resources >
HR_Senior Vice President for Health Affairs .

HR_Vice President and Chief Financial Officer $

HR_Vice President and Chief Information Officer Remove

HR_Vice President and General Counsel

HR_Vice President for Business Affairs Remove All
HR_61

HR_6330
HR_6340
HR_6350
HR_6351
HR_6352
HR_6353
HR_6354 v

MD_A2EE

To change the position selection, click the Search button next to the Select Position

box.
Runtime Prompts - EP_SC_AllocDistCost
Prompt Text Value
&t = Select Employee EMP_6310 .
.} * Select Entity HR_6310
&t = Select Position POS_6330
T = Select Scenario SU_Budget —
it = Select Version Working Flat 4

20. Navigate the branches to select the positions for your organization.
21.Click the right arrow to move it to the right side of the screen.

22.Click the OK button.
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Runtime Prompts - EP_SC_AllocDistCost

]

Members  Variables A

APIBTRT@

Member Name

Member Name
Position v

e -
v

23. Confirm Scenario and Version fields display SU_Budget and “Working Flat” or
“Working Optimal”.

24. Click the Launch button.

Runtime Prompts - EP_SC_AllocDistCost E

Prompt Text Value
it = Select Employes EMP_6310 ¢
& = Select Entity HR_6310 ’ :
.7 * Select Position POS_6310 v,
¥ ® Select Scenario SU_Budget

iF = Select Version Working Flat

[y

w s i kv B

Repeat these steps to make selections for Instances 2 and 3 if needed.

NOTE: Besides searching to change your selection values, you can type in all the values
(such EMP_6330, POS_6330 and HR_6330) directly to the search boxes.

NOTE: If you are at the All Fundsd Budget cycle, please make sure to select "Budget” for
Scenario and either "Working” for Version.

Remember the BEST PRACTICE
Because of the amount of time it takes for the system to complete the running of these

options, the Budget Office recommends running this at the end of all your transactions,
rather than after each transaction.
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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.

E}L Allocate compensation to gener. ..
2 @ Review entity compensation budgets

% Review position budgets

['_T'_H Review employee budgets

['_T'_H Review element budgets

[E| Review FTE Assignments - filled

% Review FTE and Headcount

['_T'_H Manage element budgets

" |Review Allocation Results

s

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

UBO_PSPB

) k)_.-iCurrentYear of View: FY15 L)_.-|Current Scenario: SU_Budget QJCurrent Stage: Workin:
Page 6201 Administration | Go |

Total Compensation Expense | Allocated Expense | Difference 2

P_00004700 | Penrod, Gloria 1-54782460 52,081 0 -
P_00005009 | To be Hired 1 70,700 70,700 1] :
P_00005132 | Fussell Paula V-91502010 297,598 297,598 [1} ;
P_00005259 | Johnson, Melba-87298 149 38,382 38,382 1]
P_00005273| To be Hired 3 129,700 129,700 1]
P_00005274 | To be Hired 5 147,840 147,840 1]

( |P_D0005374 Cook,Patricia A-79057540 49,842 49 gided -
P_00005478 | Adkinson, Janice L-92344280 68,615 50 ;zs-
P_00005479 | To be Hired 4 0 o
P_00005480 | Czaplewski Kimberly M-07027300 155,143 155,143 0
P_00005481 | Moon,Courtney-79747570 73,475 73,475 -0
P_00005484 | Wease, Amanda 5-80397850 70,803 70,803 1]
P_00005486 | Stevenson,Donald W-32273710 61,310 51,310 -0
o Kiesel, Heather N-03094340 71,594 71,594 (1|
4 2 4 ¥

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:

¢ Allocate compensation to general ledger accounts procedure was not run

e FTE not assigned
¢ No distribution assigned
e Distribution does not equal 100%

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

2. Choose Edit Employee Details.

P_00005478 | Adkinson, Janice L-92344250
I 5 . 7

P_00005479 | To be Hired 4 Edit Position Details

Edit Employes Details
P_00005480 | Czaplewski Kimberly M-07027900  Changelagatus
P_00005481 Moon, Courtney-73747570 SLirfit

Filter 3
P_00005484| Wease Amanda 5-80397390 Sart .
P_DD005486 | Stevenson,Donald 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 Year of View: FY15 Q_.-[ Current Scenario: SU_Budget Q_.-[ Current 5
Page  6201Administration ~ |#|  Go |
Total Compensation Expense | Allocated Expense | Difference =
P_00004700 | Penrod, Gloria 1-54782460 52,081 52,081 0 -
P_00005009 | To be Hired 1 70,700 70,700 0 ;
P_00005132 | Fussell,Paula V-91509010 297,598 297,598 0 :
P_00005259 | Johnson,Melba-87298149 38,382 38,382 0
P_00005273 | To be Hired 3 129,700 129,700 0
P_00005274 | To be Hired 5 147,840 147,840 0
| |P_00005374 Cook,Patricia A-79057540 49,842 49,542 0
P_00005478 | Adkinson, Janice L-92344280 68,615 63,615 0

NOTE: Position number P_00005478 no longer displays the red cell.
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Copy Working Flat to Working Cut and Working Optimal

As mentioned earlier, you are typically required to submit two separate budgets to the University

Budget Office each year. Those budgets are:

¢ Working Flat
e Working Optimal

NOTE: Occasionally, an additional budgets may be required. For example, depending on state
budget expectations, Working Cut may be required. You will receive notice from the UBO each

year on which budgets are required.

If you followed the UBO recommendations, you set up Working Flat as your Current Stage
budget in Hyperion Preferences and have been working on the Working Flat version to this

point. Now you will copy the Working Flat data to the Working Optimal version.

After copying the data over to the other budget version, you can then make the needed edits to

that budget version as necessary.

Copy Working Flat to Working Optimal

1. Click Tools > Copy Version from menu bar.

Launch Financial Reparting Studio...

Links 3

Flanning

| Copy Version %

Rpois

Business Rulss

2. Choose SU_Budget from Scenario drop down field.

Copy Version

Planning Units

Select a scenario, source version, and ersian,

Scenario

e Wl < Select Scenario:

Availabld Entities

3. Choose Working Flat from Copy From drop down field.
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1d destination version. Then dick Go to re Copy From i entitig

* Copy From JEs==aafe p o] g Elect Ven
Control
Final
Stage 1
Stage 2
Stage 3
Stage 4
Working

LT - P
=

Working Flat
Working OptimJ}
=

4

4. Choose Working Cut from Copy To Drop down field.

Co
retrigve the list of entities. -|-{,I:|I!'r

o R < Select Version > ﬂ
Working
s«ched Entitig Working Flat
Weorking Optimal [ |

5. Click Go button.

Copy Version

Planning Units

Select a scenario, source version, and destination version. Then dick Go to retrieve the list of entities.
* Srenario  SU_Budoet * Copy From Working Flat * Copy To  Working Optimal E] %
Available Entities Selected Entities

6. Scroll down and choose your appropriate Budget Prep Entities (always starts with HR_
and D_) from the Available Entities list. Be sure to choose both or the financial data will
not be copied over.

7. Click the right-pointing Select arrow.

8. Confirm Entity appears in the Selected Entities list.
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* Scenario SU_Budoget * Copy From Working Flat * Copy To Working Optimal |E

Available Entities Selected Entities

HE. 6370 D_63400000
HR_533D ] HR_634001
HR._634002
HR_634003
HR_634004
HR_634005
HR_5350
HR_6351
HR_5352
HR_6353

& o 8w

9. If you have annotations, comments, or supporting details you wish to display in this
version, select the appropriate checkbox. Otherwise leave blank.

10. Click Copy Data button.

|:| Copy Account Annotations
|:| Copy Comments
O Copy Documents

U Copy Supporting Details

Copy Data

11. Click OK.

Copy Version ®

You are about to copy versions, which could change your current data values. Do you want to continue?

12. Confirm the budget version was copied successfully by noticing the confirmation
message popup window.
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IETCLLCU CHUuEs

I:D Information

The version has been successfully copied.

Selecting Working Optimal for Editing

1. Select appropriate form from Budget Preparation in the My Task List.

» Forms
My Task List
i Budgst Preparation
> B Review employes information

> e Mass adjust compensation and fringe

> t Maintzin employees by position
> B Al to-be-hired vacancies
E: Caloylatione

2. Click Current Stage link at top of the form.

Task - Maintain position data  Task Instructions

J Employes:Vacancy Q__.i Current Scenario: SU_Budget O.—'i Current Stage: Working Flat

634001 PPD-Bldgsrvc Admin-Admir | v ﬂ

DogitionDocition Ary sl | Di=faylt A0,

Q__.i Current Year of View: FY17

NOTE: When you log out of Hyperion, the budget version you have displayed in the Current
Stage will remain open when you log back in. Be sure to confirm the correct budget version
displays in the Current Stage tab at the top of the form prior to making edits.

3. Within the Member Selection window, select Working Optimal from the Version list on

left side.

4. Click right-pointing Select arrow.

5. Confirm Working Optimal appears in the Version list on right side.

6. Click OK.
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Member Selection

Dimensions Ve:sion

Members Variables

P
Member Name Member Nama.
4 Version A Version

> Working "Working Optimal"
> Working Flat

> Werking Optimal
| : :mu b

»» Control Add

» Stage 1 RS

> Stage 2 Remove
» Stage 3

> Stage 4 Remaove all

7. Confirm Current Stage icon displays Working Cut.

Task - Maintain position data = Task Instructions

iy {Employes:Vacancy 93 Current Scenario: 5U_Budaet _91 Current Stage: Working Optimal | {9z Current Year of View: FY17
634001 PPD-Bldgsrvc Admin-Admir [+ ][] %

8. Make any desired adjustments as needed for your “optimal” budget.
a. Reference Working Flat processes above as needed.

NOTE: Follow the same procedures to copy Working Flat to Working Cut if a Working
Cut version is required.
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Support Unit Budget Request

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 toa current
employee

2. Update current employee’s
distributions & data

1. Run Distribution
Report

3. SU Budget Worksheet-Level 0 accounts only

Forms for Support Unit Budget Request

Accessing Forms

13. Add a vacant position

14. Calculate & Allocate Compen-

sation Budgets per Entity

15. Confirm calculations are correct

16. Copy Flat version
to Cut & Optimal

1. SU HCP Push Validation

2. SU Budget Worksheet

Budget
Request
Submission

1. Expand the Support Unit Budget folder in My Task List.

2. You should see three forms.

o SU Budget Worksheet

e SU Budget Worksheet-Level 0 Accounts Only

e SU HCP Push Validation
O m FIL CUTEs DuugeL
uppc:rt Unit Budget
[+ @ SU Budget Waorksheat

» B9 5) Budget Workshest-Lavel O Accounts Only
> B sU HCP Push Validation
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SU 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 SU HCP Push Validation form.

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

3. Choose your Cost Pool from the Cost Pool drop down field.

4. Choose your Commitment Source from the Commitment Source drop down field.

5. Choose the appropriate budget version from the Version drop down field.

6. Click the Go button.

Task List Status

Task - SU HCP Push Validation = Task Instructions

63100100 - PPD-DIRECTORS OFC- | v | Facilities | Support Unit Funding i Working Flat impl

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

Support Unit Budget Request 73 January 3, 2018




SU 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 SU Budget Worksheet- Level 0
Accounts only form can be used to input salary/fringe budget. Both forms do the same thing
they just have a different view.

This form provides two years of actual expenditures and current year final approved budget
related to your support unit(s). The actual data includes your support unit expenditure only. It
doesn’t include other expenditures such as auxiliary, endowment, etc. The final approved
current year budget data is based on the preparation of your budget in Budget Preparation
(salary portion) and Budget Request Submission (all other expenditures).

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.

If you plan to budget at a higher level, you also need to select one 8 digit DeptlD. 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”.

1. Select your Department from the Entity drop down field (if needed).

2. Select the Cost Pool for your department from the Cost Pool drop down field (if
needed).

3. Select the Commitment Source from the Commitment Source drop down field (if
needed).

4. Click the Go button.

Task - sU Budget Worksheet = Task Instructions

£3100100 - PPD-DIRECTORS OFC- | | Facilities ¥ | Support Unit Funding - J

=]

=11 Budnst
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To input request dollars in for Working Flat and Working Optimal

1. Go to SU Budget Worksheet form. Select the department, cost pool and commitment
source to budget. Click on the arrow to refresh the page.

Task List Status

Task - SU Budget Worksheet  Task Instructions

63100100 - PPD-DIRECTORS OFt | ¥ Facilities s Support Unit Funding
L7
SU_Budget
Working Cut Working Optimal Working Flat Final
FTE
621110 - EXEMPT TEAMS/USPS-EARNINGS 151,783 151,783 151,783
SU_TEAMS/USPS-Exempt Salaries 151,783 151,783 151,783
621120 - EX TEAMS/USPS-EARN FRNG POOL 50,544 50,544 50,544
SU_TEAMS/USPS-Exempt Fringe Benefit Pool Expense 50,544 50,544 50,544

2. Find the GL account to budget. Type in the value amount. And click Save button.

Task List Status

Task - SU Budget Worksheet  Task Instructions

63100100 - PPD-DIRECTORS OF | ¥ Facilities W,

Support Unit Funding v _-._|
FY17
SU_Budget
Working Cut Working Optimal Working Flat
734100 - COMPUTER SUPPLIES 500 500

734200 - COMPUTER SOFTWARE

= TCAP)
734900 - ATTRACT - COMP PERIPHERAL I 3,000

738000 - MISC OTHER SUPPLIES
739300 - BOOKS and PUBLICATN

You can also input the value by copy from one cell to another cell. Following steps show
you how to copy from a cell to another cell.

3. Find the GL account to copy from. Righ click and choose Edit >Copy data (or Cntrl+C).

| Support Unit Funding - ﬂ
FY17 FY16 FY15
SU_Budget SU_B Seed Final Version 3
Working Cut Working Optimal Working Flat Final Fil @ Ponylate 1| Account
270,919 270,919 ¥ out Edit P
270,919 270,919 - _Mjﬁ—r
Pa: '@Commenis
& Cear | 7 Supporting Detail
@ Change History
& attachments
Lock/Unlock Cells
Filter 3
Sort 3
Select All
Apply 4
385
Support Unit Budget Request 75 January 3, 2018




4. A window will pop up with below message. Click Allow access.

2| X

Internet Explorer

Do you want to allow this webpage to access your
Clipboard?

If you allow this, the webpage can access the Clipboard and
read information that you've cut or copied recently.

l Allow access ] [ Don't allow ]

5. Right click on the cell you want to copy to. Choose Edit >Paste data (or Cntrl+V).

| Support Unit Funding A il
FY17 FY1l6
SU_Budgst SU_Buds
Working Cut Working Optimal QT — S Final
Seed Final Version... ¥
270,919 30
(24 ponulate S Account
270,919 e
Edit
= Adjust
@Comments
*= Supporting Detail
@ Change History
&P Attachments
B | ackjunlock Calls 2
Filter 3
Sort [ 3
Select All
Apply 4
6. Click Save button.
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SU 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 SU Budget Worksheet form or this form can
be used to input budget. Both forms do the same thing they just have a different view.

Please follow the procedures for SU Budget Worksheet.

Populating Accounts

The populating accounts procedure allows you to add accounts that were not previously used

but will be needed and used in the future.

1. Right click anywhere in the SU Budget Worksheet form.

2. Select Populate SU Account.

151,783 151,783
50,544 50,544
Cin £AA qﬂr544

Ceard Final Warcinn 13
48,000

I:@ Populate SU Account

8,000

Edit 3
20,592

Adjust 4
20,592

@ Comments

"= Supporting Detail
{Til Change History

& Attachments
1 -
ool Expense B | o Il Calle
Runtime Prompts - PopulateSUAccount
i Prompt Text value
T F # Select Account(s) to add: "621120"
_-_* * DO NOT CHANGE (Set By Form) "Support Unit Funding”
: ';* * DO NOT CHANGE (Set By Form) "Facilities"
! 2* * DO NOT CHANGE (Set By Form) "No Dept Flex"
i F * DO NOT CHANGE (Set By Form) "D_63100100"
i |4F * DO NOT CHANGE (Set By Form) "No Fund”
i 4% # DO NOT CHANGE (Set By Form) "No Program”

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 Members Selector button.
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Prompt Text Value

i * Select Account(s) to add: "621120" E

_-_' * DO NOT CHANGE (Set By Form) "Support Unit Funding” ..

4. 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.

5. Click the Total SU Accounts Expand icon.

6. Click the SU_Total Expense Expand icon.

7. Click the SU_Other Operating Expeneses Expand icon.
8. Scroll down, if needed.

9. Click the SU_Travel and Training Expand icon.
10. Click the 772000 object.

Members \arizbles

AP PR/ He@
Member Name
Select Account
Total 5U Accounts ~
SU_Total Expense
 SU_Salaries and Benefits
SU_Other Personal Services
| 4 SU_other Operating Expenses |
SU_Contractual Services
» SU_Building Maintenance and Supplies
= SU_Moter Fuels and Lubricants
» SU_Repairs and Maintenance
% SU_Utilities (PPD and IA Only)
» SU_Data Processing
= SlU_Office Supplies [ Software [ Materials / Pubs
>
>
>
>
B
>

SU_Rent

SU_Printing and Reproduction
SU_Telephone

SU_Postage and Freight

SU_Insurance and Risk Management
SU_Food

5U_Travel and Training

771100.50_Travel and Training{Shared)

& 77190091 _Travel and Training(Shared) W

» 772000.5U_Travel and Training(Shared) %

<

11. Once you have located the desired account, you will move it to the right side Member
Name Column.
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12. Only the accounts listed on the right side will appear in your worksheet.
13. Click the Right-pointing Select arrow.
14. Confirm the correct account appears on the right side.

15. Click the OK button.

Runtime Prompts - PopulateSUAccount

Members  Variables

AP eGTHRY@® g

Member Name Member Name

> SU_Repairs and Maintenance ~ = =
> SU_Utilities (PPD and IA Only) '772000°

>  SU_Data Processing 4
SU_office Supplies / Software | Materials / Pubs >
SU_Rent add
SU_Printing and Reproduction
SU_Telephane »
SU_Postage and Freight Add Al
SU_Insurance and Risk Management g

> SU_Food Remave
SU_Advertising/ Marketing
SU_Travel and Training Remave All

771100.5U_Travel and Training(Shared)

TZO0 SO TTaver ST T

> 772000.5U_Travel and Training(Shared)

SU_Dues and Subscriptions
SU_Scholarships and Financial Aid
SU_Graduate Assistantship Tuition Waivers
SU_Miscellaneous Other/ Contingencies
SU_Other Expense Budget

5 SU_Total Other

> 5U_Transfers Out

> SU_Overhead Charge

16. Click the Launch button.

Launch | | Cancel

17. After launching the rule, you will receive a confirmation message.

18. Click the OK button.

(i) Information % I

PopulateSUaccount was successful,

empt Salaries L

19. Scroll down to verify the new account has appeared in your worksheet.
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20. Notice the new account now appears in the Travel and Training section.

771100 - IN STATE TRAVEL 1,000 1,000 1
771200 - QUT OF STATE TRAVEL 9,567 9,567 g
| 772000 - FOREIGN TRAVEL
4 5U_Travel and Training [i] 10,567 10,567 10,
781000 - MEMBERSHIPS and DUES 1,200 1,200 1
SU_Dues and Subscriptions 1,200 1,200 1,
NOTE:

You can also type in the GL accounts directly into the Select Account(s) to add: field if
you know which account(s) to add.

You can add multiple accounts at once by separating each account with a comma.

Runtime Prompts - PopulatefAccount

Prompt Text Value
iF ™ Salact Account(s) to add: 771005, 713000, 799400
Lt * DO NOT CHANGE (Set By Form) “Support Unit Funding™

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.

21. Click within the Foreign Travel cell of the appropriate budget column.
22. Enter the amount you wish to budget for that acount. For this example, enter “100”.

23. 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.

SU_Advertising/ Marketing

771100 - IN STATE TRAVEL 1,000 1,000
F71200 - QUT OF STATE TRAVEL 9,567 9,567
F72000 - FOREIGN TRAVEL 0 5,000 1,000
T SU_Travel and Traming 0 15,507 T1, 507
791000 - MEMBERSHIPS and DUES 1,200 1,200
SU_Dues and Subscriptions 1,200 1,200
it}ﬂ'ler Operating Expenseas 0 72,817 66,917

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.

Support Unit Budget Request 80 January 3, 2018




Comments and Supporting Details

To elaborate on or explain the data entered into any cell, you may choose to add comments, or

supporting details to the appropriate cell.

Adding Comments

Comments can be added to Level O or rollup accounts in both Budget Preparation forms and All

Funds Budget forms.

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

2. Choose Comments.

9,567 9,567
¢  Seed Final Version... b
E@ Populate SU Account
Edit k
0

@ Change History
=

3. Click Add, then type in the desired comment.

itment Source: Support Unit

Funding
2000, Yepr—tetr—H=riod: BegBal
View - Cﬂ' {3@ |E|

Account: 772000, Year: FY17, Pericd: BegBalance, Scenario: SU_Budget, Version: Working Optimal ||

Font M 2 Do @O B Fa F

BJ U S, 88§ = =

I1ff
]
]
iy
i
|
0

&# &

There is a great conference this year in France we'd like to go tcr.|

4. Click the Add button in the bottom right of window, then Close to return to form.
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You can tell a cell has a comment attached by noted the icon that appears in the upper, right

corner of the cell.
9"5'@
0 5.0

0 15,567

NOTE: Comments cannot be edited, but you can add comments over comments if desired.
Hyperion keeps track of the history for all comments.

Deleting Comments

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

2. Click the Comment option.

Edit

Worki

{£i change History

r@ Attachments

[‘_‘a Lock/Unlock Cells
Select All

Data Validation Messages

Apply
0 5,000 1,000

3. Select the comment you wish to delete (if there are more than one), click the Delete
icon.
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Comments

' Dept Flex: No Depr Flex ‘iJFundBudRefSOF. No -/ Program: No 1%, Entity: 63100100 - PPD-DIRECTORS OFC h)ﬂCosfchoo\.
Fund Program ADMIN Facilities
. Commitment Source: Support Unit
Funding
Account: 772000, Year: ind: BegBalance, Scenario: SU_Budget, Version: Working Optimal
Actions = View w ‘i' ﬁ | |
= e User Date
There is a great conference this year in France we'd like to go to. rmitchell 9/27/16

4. Click the Close button.

5. Scroll down to confirm the cell no longer displays the icon in the upper, right corner.

1,000

ERT.Y
5,000

1,200
1,200
] 72 817 i

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.

Supporting Details

This function allows you to add calculations or aggregate lines to your budget cells.

Supporting Details are "calculating” explanations you can add to specific cells if desired.

e Supporting details allows you to add in specifics of a cell's entry. For example, if travel
expenses are expected to be higher than normal, you can use Supporting Details to
explain everything that goes into that value.

Supporting details can only be added to “0” level cells, not to the roll up level. If you get
the following error message, you are on a roll up level.

& Warning

No supporting detail is available for the selected cell(s).

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

2. Select the Supporting Detail option.

| Cut

Edit b

Worki
Ol pdjust b

Comments

*= Supporting Detail

& Attachments
ﬁj Lock/Unlock Cells
Select All

Data Validation Messages

Apply ’
0 5,000 1,000

OK

The Supporting Detail window will pop up for you to enter the supporting detail.
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Supporting Detail
Actions v View v @R @8 oC g & @ R a‘ Detach =
FY17
Label Operator BegBalance
SU_Budget
Waorking Optimal
3 Untitled + 5,000.0
Total 5,000.0

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.

Supporting Detail

Actions v View ~ @b @2 o0 ¥ &= 9 R aﬁ Detach =

FY17
BegBalance
Label Operator SU_ Budget
WhaHdRG-OpER——
> Airfare + 2000
Totat FaRuIV VRN,

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

Actions = View

FY17

BegBalance
Label Operator SU_Budget

Working Optimal

> Airfare + 2,000.0
> Untitled +

Total 2,000.0

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.

Supporting Detail

Actions » View - % ge X R & g &4 Detach = 1=
FY17
BegBalance
Label Operator SU_Budget

Waorking Optimal

Airfare + 2,000.0
L odning --
3 Untitled a

Total 2,000.0

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 10 days of lodging at $300 per night.
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Supporting Detail

Actions v View ~ o o8 3 W & EFNE &4 Detach = T

FY17

Label Operator EITITANI
5U_Budget
Working Optimal

Airfare + 2,000.0

| odging + [v] 3000

> Hotel Rate + 300
Total 2,300.0

9. Click the Add Sibling button to add an additional detail line directly below Hotel Rate.

® Account: 771100 - IN STATE TRAVEL

® Dept Flex: Mo Dept Flex

® Entity: 62010000 - HR-HR ADMINISTRATION  ® Cost Pool: Gener
Add Child Add Sibling Delete Delete All
i:é FY15
BegBalance
SU_Budget
Working Cut
Airfare + - 3,000
Lodging + - 125
Hotel Rate + - 125
W ooed -
|

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

11. Double click 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.

12. Enter the appropriate number of expected travel days.
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Supporting Detail

Actions v View w W & v BT H‘ Detach =T

Y17
Label Operator gﬁaﬁilgggf
Waorking Optimal
Airfare + 2,000.0
Lodging + 3,000.0
> Hotel Rate + 'v| 3000
Number of days * 10
Total 5,000.0

NOTE: The Total field will automatically calculate.

13. When all supporting details have been entered, click the Save button in upper, right
corner of window, then click OK.

Help | | Refresh | EET,% fancel

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

1,000

Q557

5,000

0 15,567
1,200

1,200
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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.

ng Cut Wor Adjust

LTSS

'E Supporting Detail
@ Change Histary

3

@ Attachments
[‘a Lock/Unlock Cells
Select All

Data Validation Messages

Apply

= =

15,567

1,000
11,567

3

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

Supporting Detail

Actions v View v o{ Ry v B@ [ & petach
FY17
BegBalance
Label Operatar SU_Budget
WOTRMg Optimat—)
Airfare + v 2,000.0
Lodging - [ v]  3,000.0
Total 5,000.0

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.
¢ Choosing No - only the supporting details will be deleted.
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Supporting Detail

There are no numeric values defined for one or more cells. Do you want to delete the values for these cells in

Essbase?

Yes, set the value to #missing. | No, 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, then click OK.

6. Scroll down and confirm the supporting value has been removed from the cell(s).

1,000

Q567

5,000
0 15,567
1,200

NOTE: Supporting Details can be added to a level 0 member or parent member.

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. Contact your tech support if you
need Smart View installed or if you haven’t upgraded Smart View to 11.1.2.5.

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

IXIIQJ? ol = Bookl - Nicasaf =
Home Insert Page Layout Formulas Data Review View Smart Viewlk & e =
= 1 - | - -
‘ N = P B 3 2T @
_ . -

Calibri - 11 A
= Ehd 3"* Delete =
Paste B 7 U~ | By A~ § - 9y, s | %0 .00 Conditional Format  Cell I Sort & Find &
- 7 - - ° o e Formatting ~ as Table ~ Styles ~ EIFormat' &7 Filter~ Select~
Clipboard & ] Mumber (] Styles Cells Editing

Al - I

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

Sort & Find &

iE iE - 0§ - *8 ;%%  Conditional Format  Cell g
T @ s Formatting = as Table = Styles ~ E‘_‘lFormat' 27 Filter~ Select -

window.
] |
E Y-~ = Bookl - Micasailucs = (el X
Home Insert Page Layout Formulas Data Review View [} 0 = @
ey P 1 Selnset I v
 Calib AN =E==® 5 Genen ﬁ g gminse % fﬁ
N I Delete - | [3]~

Paste . | 25 . A==
e o B I U B h-A- EE=

Fant I} Alignment [F] Number [l Styles Cells Editing

Clipboard &
Al - I

1. Click the Smart View tab, click the Options button and then select Advanced.
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EEHD-~-|=

Insert

Page Layout

Formufff

subfnit | Options _
D4 E

— ) Undo  E} Copy Data Point @
& Redo ste Data Point
Open Refresh
2 Functions = _—
—
Sta Options.
Al =

]

Member Options

=

% Change global Smart View options.

@

https: /fqat-budget.erp.ufl.edufworkspace/Smar

General
| A i Advanced Shared Connections URL:
1 5 Mumber of Undo Actions
RN e
2 MNumber of Most Recently Used items
3 Cell Styles
[ Delete All MRU [tems
: Extensions Logging
5 Log Message Digplay
7 [C]Route Messages to File

@
-

IErmrs

C:\Users\ymitchell \appData'Roaming \Orade \Smarty| ...

Type or paste the below URL in the Shared Connections URL field:

https://prd4-budget.erp.ufl.edu/workspace/SmartViewProviders.

Click OK.

r
Options v ‘ - - ﬂ
Member Opﬁlk;s @ Change global Smart View options.
Data Options . e A
I Advanced ] Shared Connections URL: bet.erp.ufl, edu/workspace [SmartviewProviders Jikd
Mumby fUndo Acti
Mumber of Most Recently Used items
Cell Styles
[ Delete All MRU Items
Extensions @

Logging
Log Message Display
[T Route Messages to File
Clear Log File on Next Launch
Display
Language
Adjust Column width
[~ Display Smart View Shortcut Menus Only
|| Disable Smart View in Outlook
Enable Ribbon Context Changing

Compatibility
Reduce Excel File Size

[T improve Metadata storage

Performance

Disable options that are not valid for the active connection

[ refresh Selected Functions and their dependents

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

[Errors ~ ]
| C:\UsersYymitchel\AppData\Roaming\Crade |s,Smart\"| -

[Englsh

o JJ e |

Smart View Option
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https://prd4-budget.erp.ufl.edu/workspace/SmartViewProviders

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.

ropﬁons ' ‘ O — g
Member Options Eﬁ%&ange Smart View options related to grid rows and columns.
Data Options = h h d CD
Suppress rows that have no data.
Advanced Mo Data | Missing €t pp
. [Czero €———
Formatiing DNE': Suppress zeros.
o Access
ell

Cell Styles [ 1rvalid
Extensions [Junderscaore Characters

[ repeated Members

Suppress Columns (i}

[CIno pata fMissing €——Suppress columns that have no data.

[Czero M

Mo Access (t)

Replacement

#MNoDataMissing Label:

#NoAccess Label:

#InvalidMeaningless:
Submit zero

[ Display Invalid Data

Enable Essbase Format String

Mode

Cell Display

[ Mavigate Without Data

[ Suppress Missing blocks

é/\
B

#Invalid

N,
Display #Missing
as other -
characters. v
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.

H = Bookl |- Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER SMART VIEW PPF Architect
&
E

= £) Undo | Eg Copy @ Bz P Help ~
4 @}@ o=

- & Redo Paste . . (" Sheet Info
Panel | Cgnnections Refresh | Submit | Options
< Functions = o Data El Mare~
[%5 rt Edit Data General
Panel
Access and manage shared and private
connections, task lists, and extensions. (b} | E | F | G H 1 | J | K | L | M |

[ Oracle Smart View for Office

e 1
L}

|

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

“Hnme Insert Page Layout F

~ 2 ) Undo | [f Copy Data Point @

@ Redo | [ Paste Data Point
Open Refresh
- Functions - -
Start Edit Da
Al - " XV ||
Smart View v X
Smart View Home fa ~ «

v Shared Connections
Connections from shared repository

Ei" Private Connections
Locally defined connections and
shortcuts to shared connections

- T T STV N

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

=
Login

UF| Authentication [

GatorLink Username

i: Change Password

Password

m

Create Account

Trouble Signing
On?

©
Forgot Password €
©
©

4. Select “Oracle Hyperion Planning, Fusion Edition” from the Shared Connections

Select Server drop down field.

—= [ Undo | Ef Copy Data Point @ @ Eg @ Hel
@ Redo | [ Paste Data Point U= & she
Open Refresh = Submit | Options
- Functions = - Data =l Mo
Start Edit Data General
BS - (- fe |
Smart View v X A B
i 1
Shared Connections a4 - « 5
Select Server to procesd 3> - 3
Orade® Essbase 4
Cracle(® /] W = 0 0 o E
Reporting and Analysis Framewark 5
|
7
8]
)
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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 > Support Units.
6. Confirm you can see the three Budget Request Submission forms: SU Budget

Worksheet, SU Budget Worksheet-Level 0 Account and SU HCP Push Validation. Click
on the form you need to work on. Select Open form on the bottom.

Srmart View - X A |
1
Shared Connections fa ~ « 5
[Drade@ Hyperion Planning, Fusion Edition v] -+ - 3
4
B
- FY14PSPB
£ @ UBO_PSPB 2
=7 Forms 7
B[ Al Funds Budget 8
---[f‘j Human Capital Planning g9
=) Support Units
-5 5UBudget Worksheet 10
-5 5UBudget Worksheet-Level 0 Ad |} 11
t-FH 5 HCP Push Validation 12
-7 Task Lists b 13
R =

7. Select your Entity, Cost Pool, Commitment Source and Budget Version from the
Paint of View (POV) bar at top of screen.

ﬁ‘_gl @ [= cell Comments & Lock ¥, Drill-through S Approvals

[& Supporting Details B calculate ~ B} Submit Data | E8) Copy Version
Analyze | Refresh POV =
- %‘1 Document Attachment [ Adjust = El Mare =
Ad Hoc Data Workflow
B e g e n e e ey o e - X
62010100 - HR-VICE PRESIDENTS OFFICE ~  General Admin ~  SupportUnitFunding  «  Working Flat -

|
Cimill|

Smart View - X

1 FY15
SU_Budget|
August September October November Ded

Shared Connections v«

[

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

Insert Page Layout Farmulas Data Review View Smart View Planning & e =

=] Cell Comments 2 Lock ®, Drill-through B Approvals

E Supporting Details B calculate + EE Submit Data =3 Copy Version

POV =
IZl Document Attachment 5] Adjust - E More ~
Data Warkflow
rksheet - ERP-QAT-HYP-AP2_UBO_PSPB_1
1 ADMINISTRATION ~  General Admin ~  SupportUnitFunding
- F | 125000
A B C D E F
-SU_Repairs and Maintenance 13000 15000 13868 - 13868 -
711700 - DATA PROCESSING SERVICES 8000 8000 8000 - 8000 -
-SU_Data Processing 3000 3000 8000 - 3000
732100 - OFFICE SUPPLIES - GENERAL 120000 125000 130000 - I 125000!—

732900 - ATTRACT-OFFICE EQUIP (NOT CAP) - = - - -

734100 - COMPUTER SUPPLIES - - - - -

734200 - COMPUTER SOFTWARE - = = - - ]

7345900 - ATTRACT - COMP PERIPHERAL=<1000 - - = - - ]

735000 - MEDICAL SUPPLIES - = = - - 4

738000 - MISC OTHER SUPPLIES - = = = - 4

739300 - BOOKS and PUBLICATN<S250 NOM-LIB - - = = - 4
-SU_Office Supplies / Software [ Materials / Pubs 125000 125000 125000 - 125000 -

792100 - RENTALS - SPACE - = = - - i

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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Populating Accounts

The populating 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, right-click on the form.

2. Right click on the form. Select Smart View > Populate SU Account

(}{J Cut
| [;L.B

| ‘[} Paste Options:
| alls

Copy

Paste Special...

Clear Contents

Filter
Sort

Insert Comment

‘.-il D

-| Format Cells...

Pick From Drop-down List...

| Smart View |

H I
FY14

tual SU_Actual

ing

ing
ing

oaa
nim

Final
#Missing

#Missing
#Missing
Drill-through

Cell Comments
Supporting Details

Cell Attachment

Cell History

Lock

Adjust ’
Options...

Seed Final Version...

Populate SU Account I

In this example, we will use Account Code 772000.

3. Enter the appropriate Account code in the Select Account(s) to add: field.
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-
n}_’dunch Business Rule * L] L] u

Plan Type
COFEREUD

Business Rule Plan Type Type |
PopulateAccount OPERBUD Rule ‘

Runtime Prompts
:+ Select Account(s) to add: |i|
| 772000 |
I
i DO NOT CHANGE (Set By Form) i
| "Mo Commitment Source™ | L
i DO NOT CHANGE (Set By Form) b
[ oK ] [ Cancel ]

4. Click the OK button.
5. Note the “was successful” message that appears within the pop-up window..

6. Once this message appears, click the OK button.

i B’
Cracle SITart View for Of... u

7. Confirm the account displays in the worksheet.
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-SU_Advertising/ Marketing 37000 37000 37000 - 37000 - -
771100 - IN STATE TRAVEL 7000 7500 7500 - 7500 - 1749

== L 7500 7500 7500 - 7500 - 2618
772000 - FOREIGN TRAVEL 0- -

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 visible (as long as you did not suppress zeros in your user
preferences) for the current fiscal year.
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Adding Comments

You can add Comments to cells in Smart View. Adding Comments is a simple, non-
calculating way to elaborate on the content of a cell.

25.To attach a Comment, simply right click the cell to which you want to

comment.

26. Hover over the Smart View menu item and select Cell Comments.

attach the

VIEW SMART VIEW PLANNING ACROBAT

BE Approvals
) Copy Version

Workflow

Cut

e

Copy

[ ][ 1100 - GEMERAL ACADE!

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW
@) B2l Cell Actions - [ Adjust - El Mare- Save
e @@ 5 . -
prorac | Reiveor | N A Lock %), Drill-through = Clear
- & Calculate~ BB Submit Data &* Apply -
Ad Hoc Data Formatting
POV Budget Worksheet - qatd-budget.erp.ufl.edu_UBO_PSPB_1
13020100 - FR-ART-DIRECTOR | - H 101-CRRINT-NO_SOF | - H Mo Department Flex
Ga3 - Jr || 1500
70 734200 - COMPUTER SOFTWARE
71 738000 - MISC OTHER SUPPLIES
72 -Office Supplies / Software / Materials / Pubs
73 792200 - RENTALS - EQUIPMENT
74 -Rent (Expense)
75 793200 - OFFSET PRINTING
76 793900 - PRINTING REPRODUCTION - OTHER
77 -Printing and Reproduction
78 794100 - FREIGHT
79 -Postage and Freight
80 713000 - ADVERTISING / MARKETING
81 -Advertising/ Marketing
82 771100 - IN STATE TRAVEL Right click on
83 771200 - OUT OF STATE TRAVEL
84 772000 - FOREIGN TRAVEL the cell
85 -Travel and Training
86 791000 - MEMBERSHIPS and DUES
87 791100 - SUBSCRIPTIONS
88 -Dues and Subscriptions
89 797100 - PATIENT CARE COSTS
20 799900 - MISCELLANEOUS OPERATING EXP
91 1l Other/ Ct
92 -Other Operating Expenses
a3 -Operating Expenditures
94 -Total Expense

Paste Options:

Cadwallader,Gwyn

O
Paste Special...
B C D E F
#Missing #Missing #b View
#Missing #Missing #Missing Clear Contents onnections [e )
#Missil #Missing #Missing
g L » Hiperon Pamning, Fson .-
#Mi #Missing #Missing e e
L . Sort » sta-budget.erp.ufi.edu
#Mfssfng #Mlssfng | UBC_PSPB
#Missing #Missing Insert Comment 5[] Forms
#Missing #Missing Format Celle =7 Al Funds Budget
#Missing #Missing - ) j Budget Worksheet
L . Budget Worksheet - L
#Mfssf"g #Mlssfng [ Control Amount Used
(= R =1 B - [ HCP Push Validation
issi #Missing #1 [£7 Support Units
#Missing #Mls:i_ng Smart View [ N — a
#M: issing =T P
" I Cell C. its
#Missing #Missing #Missing #Missing #b Calibri 1 P ] = Cell Comment
issi i #Missing #Missing A . [ Supporting Details
avissing emissing | B T = DA B W 4 E coldtachment
L . Y
#Missing #Missing 300 149 ‘33 Cell History
#Missing #Missing 3173 2493 B Lock
#Missing #Missing 43 188 —
#Missing 37000 #Missing 0 #Missing Adjust ’
#Missi 37000 #Missing a3 188 82 Options..
#Missing #Missing #Missing 37000 #Missing 6988 8029 Seed Budget. N
#Missing 3276401 #Mi: 3527473 #Missing 3420842 3290568 Populate A "
#Missing 3276401 #Missing 3527473 ¥Missing 3420842 3290568 Gpulate Accoun

27.Click Add Comment button.

Comments

GB83-771200-OUT OF STATE TRAVEL, FY15, Year'j

User Date Entered

Hide Intersection

=]

Close

Entity: 13020100 - FR-ART-DIRECTOR. FundBudRefSOF: 101-CRRNT-NO_SOF. Dept Flex: No Department Flex. Program: 1100 - GENERAL
ACADEMIC INSTRUCTION, Cost Pocl: No Cost Pool, Commitment Source: No Commitment Source

=
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28. 0n the right side box, enter "This is a comment."

Comments EI @

Entity: 13020100 - FR-ART-DIRECTOR, FundBudRefSOF: 101-CRRNT-NO_SOF, Dept Flex: No Department Flex, Program: 1100 - GEMERAL
ACADEMIC INSTRUCTION, Cost Pocl: No Cost Pool, Commitment Source: No Commitment Source

| GB3- 771200 - OUT OF STATE TRAVEL, FY15, Year = | SAVE

User Date Entered This is @ comment |

Hide Intersection [~ Apply to all selected cells Close

A

Adding a Comment offers a history record feature that keeps track of changes
made to the comment. You cannot edit a comment but when you add a new
comment you will be able to see the prior versions.

29. Click the Save button in the middle of the popup window. You should see your
name, timestamp and the comments show up on the left side.

Comments EI@

Entity: 13020100 - FR-ART-DIRECTOR, FundBudRefSOF: 101-CRRNT-NO_SOF. Dept Flex: No Department Flex, Program: 1100 - GENERAL
ACADEMIC INSTRUCTION, Cost Pool: No Cost Pool, Commitment Source: No Commitment Source

| G83 - 771200 - OUT OF STATE TRAVEL, FY15, Year'j B R

1

User Date Entered

geadwallader 8/3/16 11:46 AM This is a comment.

Hide Intersection ™ Apply to all selected cells Close y
v

30. Click Close.

31.Note the cell is outlined in blue.

-Advertising/ Marketing #Missing 130
771100 - IN STATE TRAVEL #Missing 160

771200 - OUT OF STATE TRAVEL —_—> 1386
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Adding Supporting Details
You can add Supporting Details to cells in Smart View.
Supporting Details are "calculating" explanations you can add to specific cells if desired.

e Supporting details allows you to add in specifics of a cell's entry. For example, if
travel expenses are expected to be higher than normal, you can use Supporting
Details to explain everything that goes into that value.

e Supporting details can only be added to “0” level cells, not to the roll up level. If you
get the following error message, you are on a roll up level.

Oracle Smart View for Office @

-

[0] You cannot add supporting detail to non-level zero period.

0K

32.To add Supporting Details, first you must right-click the cell to which you want to
add the supporting details.

33. From the pop-up menu, hover over the Smart View option and click
the Supporting Details menu.
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FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW
@)@ Eﬂ Cell Actions = [5] Adjust - @, Mare = Ei_ﬂ: Save
l_‘:‘_ & Lock ®y Drill-through = Clear
frelyee REf:ESh oo B Calculate - ER Submit Data &* Apply ~
Ad Hoc Data Formatting

POV Budget Worksheet - gatd-budget.erp.ufl.edu_UBO_PSPB_1

VIEW SMART VIEW

fﬂ:gAppro\rals
%3 Copy Version

Workflow

PLANMNING

ACROBAT

13020000 - FR-ART | - || 101-CRRNT-NO_SOF

| - ” Mo Department Flex

[ || 1100 - GEnERAL ACADEMIC

c17 - Jx || emissing Calibii -|11 -] A ’
. . = - ~
» Right Click s g =2 A 5 | u
17 743000 - REPAIRS and MAINTENANCE - OTHER %l#l\ﬂis % Cut ) o - ‘ng #Missing 314
18 -Repairs and Maintenance #Missing #Mis - ng #Missing 754
19 731300 - AUDIO/VISUAL EQUIPMENT #Missing  #Mi Em Copy ng 1151 412
20 732100 - OFFICE SUPPLIES - GENERAL #Missing #Mic [T Paste Options: ng 21 304
21 734100 - COMPUTER SUPPLIES #Missing  #Mic “D ng 0 130
22 734800 - ATTRACT-COMP EQUIP (NOT CAP) #Missing  #Mis ) ng 0 #Missing
23 738000 - MISC OTHER SUPPLIES aMissing anis oo ePecial. ng 2794 9408
24 739300 - BOOKS and PUBLICATN<$250 NON-LIB #Missing  #Mis Insert... ng 72 #Missing
25 -Office Supplies [ Software [ Materials / Pubs #Missing #Mis Delete... ng 4038 10314
26 792100 - RENTALS - SPACE #MisSINg #Mis  (jeo; Coptents ng #Missing 120
27 -Rent (Expense) #Missing  #Mis ng #Missing 120
28 794100 - FREIGHT #Missing #Mis ng #Missing 150
29 -Postage and Freight #Missing #Mis Filter ng #Missing 150
30 771100 - IN STATE TRAVEL #Missing  #Mics Sort ng 0 170
31 771200 - OUT OF STATE TRAVEL #Missing #Mics {7 Insert Comment ng 500 104
32 772000 - FOREIGN TRAVEL #Missing #Mics ng #Missing 500
_ o . Format Cells...
33 -Travel and Training #Missing  #Mis ng 500 774
34 791000 - MEMBERSHIPS and DUES #Missing  #Mis Pick Frdm Drop-down List..  na gMissing 125
35 -Dues and Subscriptions #Missing #Mis Define Hame... ®y, Drill-through
36 799900 - MISCELLANEOUS OPERATING EXP #Missing #Mis @ pyperl) = Cell Comments
37 -Miscellaneous Other/ Contingencies #Missing #Mis Smart View [@ supporting Detail
38 -Other Operating Expenses #Missing #HMis_ ..o g ey e J_#l
39 -Operating Expenditures #Missing #Missing #Missing #Missing #Mis: Cell Attachment
40 | -Total Expense #Missing #Missing #Missing #Missing #Missi Y Cell History
41 | -Met Revenue and Expense #Missing #Missing #Missing #Missing #Missi & | ool
A7 | _Trtal Arrnnintc HhAiccing HAliccina HMiccina HAiccina HAicci

34. Click on Add Child.
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Supporting Details

Lo =]

# Dept Flex: No Department Flex
= Cost Pool: No Cost Pool

=[Syl kPR SR ® FundBudRefSOF: 101-CRRNT-NO_SOF
* Program: 1100 - GENERAL ACADEMIC INSTRUCTION

® Commitment Source: No Commitment Source  ® Account : 743000 - REPAIRS and MAINTEMANCE - OTHER

Expand B Collapse|| + Add Child | Add Sibling | X Delete X Delete &1l |

<A Pramote g Demote 3 Move Up o L+ Mowve Down | # Duplicate Row 12b Fill |
Copy [ Paste

FY 17/BegBalance Budget/Working
Total:

[ Submit ][ Cancel ]

35. Enter "Rental Car" in the left side and enter *150.00” in the right side field.
36. Click the Add Sibling option.

Supperting Details

o o]

* Dept Flex: No Department Flex
* Cost Pool: No Cost Pool

o [SiLiVEEE O NESEY ¢ FundBudRefSOF: 101-CRRNT-NO_SOF
* Program: 1100 - GENERAL ACADEMIC INSTRUCTION

* Commitment Source: Mo Commitment Source  ® Account : 749000 - REPAIRS and MAINTEMAMCE - OTHER.

Expand [ Collapse | + Add Child |4}= Add Sibling | X Delete X Delete All |

<A Promote ©» Demote 4 Move Up  LF Move Down | # Duplicate Row 120 Fill |
Copy W Paste

FY 17/BegBalance Budget/Working
P rRentalCar  +  [150.00

[ Submit ] [ Cancel

37.Enter "Tolls" on the next line.
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38. Enter "15.00" for the Tolls.

Next you will enter hotel expenses. The hotel will cost $185.00 for four nights.

39.
40.
41.
42.
43,
44,
45,
46.
47.

48.

49, To delete a row, click the Delete button.

Click the Add Sibling button.

Enter "Hotel" as the expense type.

Click the Add Child button.

Enter "Hilton" as the hotel.

Enter the nightly amount in the next field. For this example, enter "185.00".

Click the Add Sibling button again.

Enter the number of nights. In this example, enter "4 nights".

Double Click the + cell to select a different function.

Click the * to multply.

Enter "4" as the number of nights. Note that the Total is updated.

Supporting Details

o SEEES RN @ FundBudRefSOF: 101-CRRNT-NO_SOF

* Program: 1100 - GENERAL ACADEMIC INSTRUCTION

* Commitment Source: No Commitment Source

Expand [ Collapse

Lo |5 ]

* Dept Flex: No Department Flex

# Cost Pool: Mo Cost Pool

® Account : 749000 - REPAIRS and MAINTENANCE - OTHER

FY¥ 17 /BegBalance /Budget/Mlorking

Rental Car + 150

Tolls + 15
[%}Hotel + 740

- + 185 -

I R e Double click to
---------------------- wer s change the function

Submit l’ Cancel
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50.To delete all rows, click the Delete All button.

Supporting Details

» Demote 4+ MovelUp < Move Down | # Duplicate Row

Lo o]

o |[SRina BN E A FundBudRefSOF: 101-CRRNT-NO_SOF  ® DeptFlex: No Department Flex
* Program: 1100 - GENERAL ACADEMIC INSTRUCTIOM e CostPool: No Cost Pool
* Commitment Source: Mo Commitment Source  ® Account : 743000 - REPAIRS and MA&FENANCE - OTHER

Expand O Collapse | ¥ Add Child < Add Sibling | X Delete X Delete All |

B3 Copy
FY 17/BegBalance Budget/Working
r-Rental Car + 150
B bTolls + |15
EFHotel + 740
! F-Hiton + 185
| L4nights  * 4
L Total: 905
[ sibmt | [ cancel

51. Click the "Submit" button.

e The amount is entered into the field and it turns a different color, indicating it

is saved.

-Contractual Services
742300 - REPAIRS and MAINT - VEHICLES
749000 - REPAIRS and MAINTENANCE - OTHER
rRepairs and Maintenance
721100 - ELECTRICITY
Utilities Expense
731300 - AUDIO/VISUAL EQUIPMENT

#Missing #Missing #M
#Missing  #Missing |[#HM

#Missing
#Missing
#Missing
#Missing

905 #MV
905 #M
0 #M
0 H#m

#Missing #Missing [#M
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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

h_il;] Bookl . . .
highlighted in orange. )

1

2 et

3 Working Cut Worki al Working Flat
4 Base Base ase

5 |FTE 3.00 3.00

]

7 611110 - FACULTY-EARNINGS 600.00

8 -Faculty Salaries 600. 500.00
10 +Faculty Fringe Benefi . . .20 139.20
13| +Faculty Additional Pa Cell with Supportlng 400.00 2,000.00
16 +Faculty Additional Pa . 40.60 58.00
18|  +Faculty-COM Salaries d etal |S 1,000.00 1,000.00
20 +Faculty-COM Fringe Berereroororperms 187.00| 187.00
22 +Faculty-COM Additional Pay -

24 +Faculty-COM Additional Pay Fringe Benefit Pool Expense -

25 -Faculty Salaries and Benefi . 6,020.50 3,984.20
25 +Teamssatariesandgenefi{ CE|l With 103,760.00  103,760.00
53 +Other Salaries and Benefit: - - -

55 +Salary and Benefits Budget] com mentS = = -

56 -Salaries and Benefits . 108,155.80 109,780.50  107,744.20
83 +Other Personal Services has blue outline. 2,354.70 1,852.20 -
223 +0ther Operating Expenses 1,000.00 1,000.00 0.00
237| +Total Other - - -
243 +Transfers Out - - -
244 -Total Expense 111,510.50 112,632.70  107,744.20
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Security

The following myUFL security roles are created for the support unit 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.

The support unit 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 SU Application Overview

Dimensions represent the key components of the application. The UBO_PSPB Support Unit
Budget application contains the following dimensions:

Account
Entity
Commitment Source
Cost Pools
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. To see
the Account dimension hierarchy, go to SU Budget Worksheet. 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.

Commitment Source
This is the support unit’s funding source. Below is the dimension hierarchy:

Total Commitment Source
Support Unit Funding
Provost Funding
SVP HSC Funding
Concession Funding
Direct Bill Funding
No Commitment Source
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Cost Pools
Cost Pools dimension represent the cost pools your unit falls in. It is required to select a
cost pool for your budget in UBO_PSPB. When you login to UBO_PSPB, you will only
see the cost pools that your units belong to. Some units, for example, DSR or EH&S,
Library, will see multiple cost pools. Please pay attenttion to which cost pool you are
budgeting.

Below is the cost pool dimension hierarchy:
Total Cost Pool
Info Technology
Bond Payment
Facilities
General Admin
HSC Admin
HSC Admin-Main
HSC Admin-IT
Sponsored Project Admin
SPA-Central
SPA-DSR Admin
SPA-DSR Central
SPA-DSR IRB-1
SPA-DSR IRB-2
SPA-DSR IRB-3
SPA-DSR IACUC
SPA-DSR Animal Care
SPA-DSR Biostatistics
Library
Library-Main
Library Administration
Library HSC
Student Services
Campus Student Admin
Grad ST Admin
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Fund
This dimension should be No Fund.

Program
This dimension should be No Program.

Dept Flex
This dimension should be No Dept Flex.

Scenario
This dimension shows the data is for SU_Actual or SU_Budget.

Version
This dimension shows whether you are working on or reviewing budget cut, optimal
budget or flat budget or your final budget.

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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