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Hyperion Overview

Overview

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

UF 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),
College, State Funded Center (SFC) or hybrid.

Starting in Noveember 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

Logging In

The Hyperion budget submission application is incorporated to the myUFL portal. After logging
into myUFL, navigate to the NavBar. Go to Main Menu > Budgeting > UF Hyperion Budgeting.
Internet Explorer 11 is the recommended browser.
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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

Hyperion opens with the HomePage displayed by default.

Enterprise Performance Management System Workspace, Fusion Edition

File View Favorites Tools Help

# B & " Explore

HomePage *

/Shared Workspace Pages/HomePage

| I Recently Opened Quick Links

d. UBC_PSPB Favorites
__3 Lo 1T, Applications
Planning
M FY14pspE
M FY15PsPE
& Fr1ssueT

M FY16PsPE More ¥

| I_r‘ Workspace Pages

NOTE:
You may choose to display either the HomePage or the UBO_PSPB Application as the opening
page by changing this setting in Hyperion User Preferences.
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NOTE: Also note that previous fiscal year data will appear on the HomePage. For example,
above you can see FY14PSPB, FY15PSPB, and FY16PSPB. As the years pass, you will see
FY17PSPB, FY18PSPB, etc. These applications are the view only data that was entered for
that fiscal years submissions.

Setting Hyperion User Preferences

Changing Hyperion Display Settings

The display options must be established prior to using the Hyperion application for requesting
UF budgets. It allows you to set the default page and the display options such as thousand

number separator, demical separator et. al. It also allows you to set the user variables to display
specific content in the forms.

Set the default page when you log in to Hyperion

1. Go to myUFL and navigate to the NavBar. Click on Main Menu > Budgeting > UF
Hyperion Budgeting.

2. Goto File > Preferences from the Menu bar.

Enterprise Performance Management System Workspace, Fusion Edition

Mavigate | File | View Favorites Tools Help

n Mew
hn K =
Open
Save As..
[Share Clos= g sPage
Preferences...
Log Off y Opened

Exit

3. If you prefer the Homepage to be the default page when you log into Hyperion, from the
General section, you can keep the content for Default Startup Options to be
“Homepage”. If you prefer the UBO_PSPB to open by default, from the General section
select the Home Page drop down arrow and choose Application.

Hyperion Budgeting 4




Preferences

&

Authentication

Explore
ﬂ
hal
Financial Reporting

Web Analysis

Web Analysis

Default Startup Options
Content:
Home Page
| 4 Mong
Application
Homs Dans %
Explore

E Document

Fawvorite
e —

Your e-mail addrass:
rmitchell@UFL.EDU

Accessibility Mode

[[] Enable Screen Reader Support

I hd | Use Current Page

4. Now select the Application drop down arrow, choose Planning > UBO_PSPB

Preferences

Default Startup Options
Content:
Application p Usa Current Page
B Application: —
Authentication | b
R 4 Planning ¥ # Friapsee
j Prompt to Save Lh & FrispsPE
Explore
Show Path For Do J. FYLs5URT
PrTM
@ # Friepses
I Your e-mail address:
Financial Reporting rmitchell@UFL.EL J FY165UPT
Web Analysis Accessibility M J
UEC_PSPE
Web Analysis [ Enable 5o %
5. Click OK.

Note: Most users keep Homepage as the default page. It allows the users to look at all the
applications that are available in Hyperion.

Set Display Options
You must go to UBO_PSPB first to set the display options.

Hyperion Budgeting




6. Open UBO_PSPB.

7. Go to File > Preferences. Or click on the Preferences section on the left side menu

area.

i My Task List

= Budget Preparation
¥ Al Funds Budget
# support Unit Budget

I Preferences I

8. Go to Planning. Click on the Display Options tab.

Preferences

Authentication

B

Explore

2

Financial Reparting

nfeb Analysis

Web Analysis

|

Planning

Application Settingf =~ Display Options  Finting Options

Mumber Formatting
Thousands Separator
Decimal Separator
Negative Sign
Megative Color

Page Options

Remember selected page members

Allow Search When Mumber of Pages Excesds
Indentation of Members on Page

Other Options

Show consolidation operators

Partial Grid Fetch Size{Rows,Columns)
Date Format

High Contrast

User Variable Options

Use Application Default [
Cﬂmma O

Dot[ v | []

Prefixed Minus[ ] []
Red [wv] []

Use Application Default [

Yes[v] []
50 []

Indent based on hierarchy ]

Use Application Default [
Form Setting |:|
25,17 ]
Automatically Detect[ w ] []
L]

™

Select your desired options.
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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 based on hierarchy
e This option dictates the look and feel of data categories on web forms

Other Options
e Using the default settings is highly recommended

Number Formatting
Thausands Separator
Decimal Separator
Negative Sign

Negative Color

Page Options
Remember selectzd page mambers
Allow Search When Number of Pages Exceeds

Indenzation of Members on Page

Other Options

Show consolidation operators

Partial Grid Fetch Sze(Rows,Columns)
Dzt Format

High Contrast

User Image
Choose File Browse...

Flease note that the maximum file size limic &5 500 KB

Use Application Default [
Comma[~] O]

Dntﬂ O

Preficed Minus[ ] []
red 9] 01

Us= Application Default []

ves w| [

s0 [

Indent basad on hierarchy  [v] [

Use Application Default [
Form Se:tinuﬂ O

25,17 O
Automaticzlly Detect v | []

0

Changing Hyperion User Variable Settings

As part of the Hyperion preference setup, you will indicate three User Variable settings.
These variables define the data content in the forms. For the All Funds Budget cycle, the

variables should be setup as below.

Scenario: Budget
e Version: Working
e Year: FYXX (the fiscal year you are budgeting for)

10. Click on the User Variable Options tab. Type in or select the proper variables.

Hyperion Budgeting 7




Application Settings ~ Display Options | Printing Optio: User Variable Options

Dimension User Variable Name  Selected Meam
Scenario Current Scanario Budgst
Version Current Stage Working
fear Current Year of Vi... | FY17

11. Click Save, then OK.
You are now ready to navigate through the application.

Hyperion Budgeting 8




Workspace

Hyperion Navigation

Menu Bar

Embnemsinn Mncfnmm s Mamanamant € —enm = .=braace, 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

+ I [l 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
1] 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

Hyperion Budgeting




Comment

Add or edit comment to the selected cell.

Lock/Unlock
Cells

Lock or unlock cells when spreading data.

|I|a.‘

Supporting

Detail Add or edit supporting details to selected cell.
Add/Edit Add or edit attached documents for the selected
Document cell.

| =
[%

Instructions

Show the instruction details for the open data form.

e

Open in Smart
View

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

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

shortcut menu.

Hyperion Budgeting

+3

@ Change History
& Attachments

a

Edit »

Supporting Detail

Lock/Unlock Cells
Select All

Data Validation Messages

Apply 3
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Hyperion Processes

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

e Budget Preparation
e Budget Submission

*Manage and eDistribute and
S0 calculate position AULELLSI submit budgets to
Preparation [ -t crserslionee el LS UF Budget Office

Budget Preparation and All Funds Budget are now under the same place My Task List. You can work on
the postions/employees changes and the operating budget in the same area (or mode).

HomePage UBO_PSPB *

Forms

My Task List
i

Al Funds Budget
o Support Unit Budget

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

Budget Preparation Overview

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

In this section, we will cover the available procedures in Budget Preparation in the order the
University Budget Office recommends as best practice. Required Budget Preparation

Hyperion Budgeting 11




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

There are a total of 15 budget prep procedures displayed in the image below from which you
may choose to successfully prepare your budget.

Before we go into the details of the budget prep procedures. We recommend you to run some of
the Hyperion report first to review the current employees and positions in your organizations and
decide the personnel changes you need to make.

12. Add overtime pay or
Budget addt’l earnings 13. Add a vacant position
Preparation 11. Promote a position, including Fringe
14. Calculate & Allocate Compen-
sation Budgets per Enti
10. Change FTE SR =

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

8. Employee status change

7. Assign a To-Be-Hired Employee

6. Assign an existing employee 1. HCP Push Validation

5. Calculate & Allocate Compensation Budgets per Edit \

4. Delete a distribution
2. Budget Worksheet
3. Add an additional distribution to a current
employee

2. Update current employee’s
B 3. Budget Worksheet-Level 0
accounts only
1. Run Budget Line
& Benefits report

All Funds
4. Control Amount Used Budget

Hyperion Budgeting 12




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 %2 hr to run. We recommend you run the reports an
hour after the push times (7:30am, 9:30am, et al.) to see any changes that were made before

the push occurred.
Navigation to all reports

1. Log into myUFL and navigate to the NavBar. Go to Main Menu > Enterprise Reporting
> Access Reporting.

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

Hyperion Budgeting 13




Hyperion Budgeting

i

Public Folders > Financial Information > Budget

uf] Enterprise Reporting

@| Public Folders My Folders

Public Folders > Financial Information

0|  |mame$
il [ : Annual Finandal Reports

] Budget

|D
(2]
j

Expense and Travel
Contains reports for Expense Reimbursements and Tr

Einangal Information Tool

Purchasing

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

Subsidiary Detail Reports

O ODOoOOooo
o ook

uf] Enterprise Reporting

Public Folders My Folders

] | Name 3
[[] £ BudgetCentral
Contains Budget content for Budget Director(s) and delegates as authorized by the UF Budget Off
[[] £ BudgetPreparation
Contains Budget Preparation content for college and department budget preparer and reviewers.
B [  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,
BCM
I:l =] o il ankaed P T
B 3  UFBudgeting
Contains Budget Preparation content from the Hyperion Application for college and department b
UF_FI_UNIVERSAL_INQUIRY user role,
I Bchve Employee Job and FREDart Oy Collede and Departhent - T subtotas
Prompts are for College and Department.,
B @ B Active Employee Job and FTE Report by College and Department - Without Subtotals
Prompts are for College and Department.
& @ p FETE and Head Count by College
Head count and total FTE for specified employee categories within selected collegeevel units. Tot]
B @ P ETE and Head Count by College and Department Detail
Head count and total FTE details for individuals associated with spedfied employee categories witt
spreadsheet,
B @ p FETE 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

14




Budgeted Lines + Benefits Report

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

1. Select Budgeted Lines + Benefits

Iﬁ |_ Public Folders —| My Folders

Public Folders > Financial Information = Budgst > UF Budgeting

Name 3
F»  additional Earninas + Benefits
F P Bensfit selaction
F P Budgetsd Lines + Benefits

[1 1 OO

i\ Support Unit Budget Reguest

P all Funds Budget - By Account

E F Al Funds Budget - By Summary Account

O On

P Facts Last Updated

2. Choose your required search criteria.

Year *|Fr17 v|  AnD Scenarioc  *|Budgst v|  anD Version * [T v

3. Choose your additional search criteria. In this example, we will use HR_3201 data.
After entering scroll to bottom of form or top of the form.

Hyperion Budgeting 15




Budgeted Lines + Benefits

Year. * [Fr17 v| AND Scenario: |Budget |v| AND Version: |working [v| | Finish

OR

Keywornds:
Type one or more keywords separated by spaces.

Options *
Re=ults Choice:
Insert s
Em C -
(ex UFID 00000000) +Remove
Select all Dezelect all
OR
Keywornds:

Type one or more keywords separated by spaces.

Select all Deselect all

Options
Results: Choice:
HR_ 3201 HR_3201
Entity-
fex HR_0101) + Remove

Zelect all Deselect sll

Select all Deselect sl

Please note that there are two types of Entities.

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.

Hyperion Budgeting 16




(ex- HR 0101%)

&rﬂ_ﬂ‘fﬂ)‘m

i

Keywords:
Type one or more keywords separated by spaces.

Options
Resulis:

Insert s

& Remove

Select all Deselect all
OR

Keywords:
Type one or more keywords separated by spaces.

Insert s

& Remove

Select all Deselect all

Select all Deselect all

Select all Deselect all

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

Select all Deselect all

Cancel H = Back

5. Review your report.

- 15 u n . - ' o " !

l.lﬂ Budgeted Lines + Benefis
ey U ) el i L miri T P duk Tinke ok il i L0 N et i Gkt b Tt s N Pl 80 1 0 TH o I it S o i {2

HAL T WIS PGS | OFFICT KA  pamcs o DORE e oy L D 31 T HARRAAL I Vi Comw Diomsbemarey o' B Do St
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NOTE: At this time each person has at least two rows of data. The one row of data is the
salary expense data line and the one row is the benefit data line.

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

your use.
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Additional Earnings + Benefits

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

1. Select Additional Earnings + Benefits

Iﬁ! Public Folders My Folders

Public Folders » Financial Information = Budget > UF Budgeting

e
Name >~

B » Additional Earnings + Benefits

Fm ¢ Bensfit Selection
F » Budgetsd Lines + Bengfits

E }  Support Unit Budget Request

E b 2ll Funds Budget - By Account

E P 2l Funds Budget - By Summary Account

Oodooodn

P Facts Last Updated

2. Choose your required search criteria.

Additional Earnings + Benefits

Year *|Fr17 e AND Scenario: |Budget v|  AND Mersion a'eli."'«fc:rking v Finish

3. Choose your additional search criteria. In this example, we will use HR_3201 data.
After entering scroll to bottom of form or top of the form.
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Additional Earmings + Benefits

HR._3201

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

< Back H Next> H Finish ‘

5. Review your report.

Additional Earnings + Benefits

HCP HCP Position Job Title Job Code

Union LD

UFID 77447370 P 00011119  DEAN & DIST PROF - 001854 ' JC 001854 Hith Sci Center M
UFID 77447370 P 00011119  DEAN & DIST PROF - 001854 | JC 001854 Hith Sci Center M

()]

Fri
NBE
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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

1. Select Benefit Selection

@ |_ Public Folders —| My Folders

Public Folders > Financial Information = Budget = UF Budgeting

| Name 3

E

E P Benefit Selection

E P Budgeted Lines + Benefits

E }  Support Unit Budget Request

E b 2ll Funds Budget - By Account

E b 2ll Funds Budget - By Summary Account

ODoddooilflin

P Facts Last Updated

2. Choose your required search criteria.

Benefit Selection

Year " [Fr17 v|  AND Scenaro: *[Budget R T e e (Working IR

3. Choose your additional search criteria. In this example, we will use HR_3201 data.
After entering scroll to bottom of form or top of the form.
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Benefit Selection

T

Insert-b
4- Remove

HR_3201 HR_3201
tRemove

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

5. Review your report.

— T, ——— 11T o = = .
gy uf] Berett Selection
_. "

| v E - . e
E ; .__::i. '.=_ ~ s &

=
W B -

-L.;h-

- ————r v .
"""" I‘ 4 frt et ﬂ_i
B oo |
: 5 ] .
- e — =
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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
¥ Review employes information

5¥ Mass adjust compensation and fringe

I ‘Manage position and emploves dats |

5 mzintzin position data
B Maintzin filled positions
B Maintain employess by position

 Eill to-be-hired vacancies

W calculations
' Review entity compansation budgets
B all Funds Budget

I Support Unit Budget
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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 Budget Preparation > Manage position and employee data > Maintain
filled positions form, choose your desired Entity from the Entity drop down field.

My Task List

¥ Budget Preparation [p— 2
; Currant Scenario:

5 Review employes information

5 Mass adjust compensation and fringe 1302 Art i 1J

P Manage position and employee data
B Maintain position data
“® Maintain filled positions
B9 Maintain employess by positien P_D0003467
=9 £ill to-be-hired vacancies P 00004088
P culation -

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

Job
P_00003457 === S —
P 00004089 " @ Czlculaze Compensation Expense
B @ Allocate Compensation Budgst to GL Accounts
P_00004775 R
P_D0004355 [}) Deles= Employes Assignment
P_00005734 Assign Employes \
P_00005736 [ Edit Employe= Details
@ Change Status
P_00005737

E‘h Review Employes Allocation Resuls

3. Click the Distributions tab.

Employee Details

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

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

4. Click in the desired allocation Entity Segment field and click the Entity Segment drop
down arrow.

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

Allocztion
Entity Program  Dept Flex Start  Allocation
Segment Furnd Segment Segment Segment Date  End Date

=
15t Allocation 130'"!1 FmRLT EERED A an e ne—eFle. aislar 613017

nd Allacation D_13010- Entries % | gf30i17

Search

KL

D_13010000

D_13010100 ~
D_13010101

D_13010102

D_13010103

D_13010104

D_13010105

D_13010106

D_13010107

D_13010108

D_13010109 v -
D_13010110

Expznsa

‘YearTotal July August Sept=)

5. Click the new desired Entity.

DL ST Ul oeyienie JEgENeriL ey

i 13010000 = A SRR T T T Lt Tl | LT ST

n D_13010. Entries

Search | 1302 x
Nams
D_13020000
D_13020100
D_1302020
D_130203 D%
055130200
D_57130200

D_29051302
D_29130200

6. Click the Fund Segment drop down field.

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

NO_SOF).
Program Dept Flex Start  Allocation
bl Seqment SEgmenl  Seqment Date _Fod Qte
-(RRNT—FEERN_- 37 Tali | Bl Mt Pl =i far Pl ]

101-CRRNT-NO_5 Entries

Search

Mame
201-CRRNT-FEDERAL
201-CRRMNT-ARRA
205%-CRRNT-OTHER
205-CRRNT-STATE
LJ.J.'C.“.[\ L0 1U_J\.r'r

2 2-CEENT-M{ SOF
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8. Click the Program Segment drop down field.

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

Program  Dept Flex Start Alloc
Segment  Segment Date  End

5_]2‘{}[]- (T P LEEN P X

pRG_1 Entries

Saarch |
Name
PRG_3200
PRG_3300
PRG_3301
PRG_3302
PRG_3303
PRG_3204
PRG_3305
o

10. Type No Dept Flex into the Dept Flex drop down field.
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.

Albcation

Start  Allocation Percentage
Date End Date  Allocation

7i1f16  &/30{17 L
71116 &/30/17 o4

13. Click the Save button, then OK button.
NOTE: If you had any red or yellow fields, they no longer appear once you save your

changes.
Allocation
Entity Program Dept Flax Start  Allocation Percentage
Segment Fund S=gment Segment Segment Drats End Date  Allocation
1=t Allocation D 130202 101-CRENT-NO_SOF PRG_11.. Mo Dept Flex 7iL1e  B30/17 36
2nd Allocation _[:'.1301':]4... 101-CRRNT-MNO S0OF PRG 11.. No Dept Fex TIi16 63017 Bd

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

Job

B L L TR

P_D00034&7
@ Czlculztz Compensation Expanse

P_00004085

@ Allocate Compansation Budget to GL Accounts
P_00004775
P 00004855 . [EJ Delete Employes: Assignment
P_00005734 Assign Employes N
P_O00O5736 [T"_"| Edit Employes Details "

L&) Change Swanus
LT R [T"_"| Review Employes Allocation Resules

S

3. Goto the Distributions tab.
4. Right-click the last Allocation label.

5. Click the Add Distribution Information link.
-4

Entity Prd
Segment Fund Segment Seg

i D_130202... 101-CRRMT-NO_SOF PRY
In 430404 4M4_rDENT_MA GAE DRA

—HBaburo to Draiouc Eorm

[ Add Distribution Inﬁ:-nnarﬁ::l

E] View Overlapping Distributions
[:1_'1 Vigw Allocated Expenzas

EJ Czlculate Compensation Expense
QJ Allocate Compensaton Budgst to GL A.c\cnurl

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

7. Click the Add button.
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Runtime Prompts - Add Distribution X
Prompt Taxt Value
\il * Enter Effective Start Date 07-01-2016 By
il Enter Effective End Das= 06-30-2017 &
add)[dancel
| S

8. Once the additional allocation appears, select an entity from the Entity drop down list
and select the appropriate department from the list.
NOTE: You may need to search for the desired entity.

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

L=L MINA LR LY _LJMENE. .. AUL-URPN -1 AT FRAD_LAuUy WU LEPL TR A LT LD

2nd ."-"l:lcatil:lrr_nw_é (OF PRG_1100 No DeptFlex 7116
3rd.l’|J|-::-cat|u - Blm T _ CTT . Ty (. -||'-|1|:|-
Entries 0

Search  1303] x

MName

D_1302000:0
D_13020100
D_13020200
D_13020300
D_55130200
D_57130200
D_29051302
D_29130200
D_28011302

Expense

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

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

allocation. Please do not leave any 0% distribution lines. If it is not needed delete the
distribution allocation.
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L1}

Allacation Percsntzge
End Date  Allocation

& 6317 36
& 63017 60

& 63017 _

NOTE: In this example, the 2" allocation was altered so all 3 allocations would total

100%.

11. Click the Save button, then the OK button.
NOTE: Remember any red or yellow cells should clear after saving.

Delete a Distribution

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

My Task List &

[

o ¥ Raview em ploye= information

5 B Mass adjust compensation and fringe e I

D Silsaien

Budget Preparation

i@y Current Scenario: B

1302 Art L

===

[ Manage pasition and employes data
» & Maintain position data

» © Maintain filled positions

» & Maintain employess by position ERHIHE
> B Fill so-be-hired vacancies P_00004083

2. Right-click on the name of the employee for which you wish to change the distribution
oyee Details.

and select Edit Empl

P_O0003467
P_O0004085
P_O0004779
P_O0004355
P_O0005734
P_O0005736

P_D00Q05737

Jok

['E| Czlculze= Compensation Expanse
@ Allocate Compensation Budgst to GL Accounts

[:l;."'_| Drelete Employes Assignmant

=Tty
[:'_'1 Edit Employes Detzils

—{tE et

[31 Review Employes Allocation Resuls
m
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3. Go tothe Distributions tab.
4. Right-click the Allocation label you wish to delete.

5. Select Delete Distribution Information.

SEgmeant FUMND SEQMEnT SEQMENT =egn
1=t Allocation D_130202.. 101-CRRNT-NO_SOF PRG_11.. No De!

2nd Allocatiop—D 0104 101-CRRNT-NO_SOF PRG_11.. NoDe
3rd Allacatio m M Fuind Mn Drae KA Nas

Return to Previous Form

[ E Add Distribution Information
m Delzte Distribution Information
[, View . T
I'Iu Viswy A Eﬂﬁd Finenses,

6. Updae the Percentage Allocation field(s) of the remaining allocation(s) to equal 100%.
NOTE: Remember, all lines must add up to 100.

1
Allocation  Percentage

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

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

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

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

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

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

1. Right click anywhere in the main portion of the edited position.

Employee Letails

General =~ Position Details =~ 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_05.. MNoDeptFlex  7/1/16  6/30/17 100

2. Click Calculate Compensation Expense.

Return to Previous Form
[£ Add Distribution Information
l-_-ll View Overlapping Distributions
[ Vizw Algcated Expences
@ Calculaze Compensation Expense
[1| Allocate Compensation Budgst to %Anxnunz

Edit ¥
Adjust 3
|_-ﬁl:an meants
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3. Confirm the calculation procedure was successful by noting the message that appears at
on the window.

@ Information x
EP_SC_EmpDistElmCast was successful.

0K

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

5. Choose Allocate Compensation Budget to GL Accounts.

Return to Pravious Form
L-E_I Add Distribution Information
I-_-ll View Overlapping Distributions
(24 view Allocated Expenses

:k"_| Allocate Compensation Budget to GL Accounts
Edit %
Adpust ¥

iﬂﬂnn ments

"_‘—; Supporting Detail

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...

oL
» L]
- -
CEE ]

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

(i) Information x
EP_SC_AllocDistCost was successtul,

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

If 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.

9f15/16 3:40:10 PM] Completad
9f1516 3:44:38 PM] Completad
9f1516 3:46:41 PM| Completad

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 shap 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.
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My Task List

P Budget Preparation
5 Review employee information
59 Mass adjust compensation and fringe
' data

¥ Maintain position dat

5 Maintain employess by position
& Fill to-be-hired vacancies

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

F_UULURFY  LEU I UKEK - (WS51 fT1{1b Hilled J months

P_00004566 PROF - 000518 Tt =m0 U 12 months
P_00004567 PROF - 000518 I:i'l Eit Position Datails 12 months
P_000045&8 PROF - 000518 . 12 months
P_D0004563 PROF - 000518 [ Cakeulte Compensation Expanse 12 months
P_00004570 PROF - 000518 @ Allocate Compensation Budget to GL Accounts 12 months
P_00004779 DIR, Campus IT - 002213 12 months
P_0D000486% MGE, Human Resources - L 12 months

H
40
40
40
40
40
40
4]

u 1
L] 1
1

P_D00O5734 DEAN B PROF - 000449
P_00005736 Executive Assistant I - D0F
P_00005737 DEVELOPMENT/ALUMMNI AF EGi

Assign Employss

[E|h.55ign Existing Employes
[y Assign To-Be-Hired Empluym

P_0000573% ACADEMIC SUPP SWCS, CR Adiust ¥ 12 months 40 o 1

P_00005814 Human Resources Generale BCCIIHITIEHTE 12 months 40 1] 1

P_00006138 Public Relations SpecIIT- { . . . 12 months 40 0.5 0.5
"= Supporting Detail

P_D0003860E& ASO DEAN B PROF - 00045 ; 12 months 40 o 1

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_.

Runtime Prompts - Assign Existing Employes

Prompt Text =
¥ * Select Employee UFID_41839908
|s#i] * Enter FTE

Lﬂ * Enter Effective Date 7113
|1#] Enter Union Code Nons
|18 Enter Full/Part Tima Full-time

ol 75

[<] ]

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

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

5. Click the Assign button.
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6. To confirm the change, click the Maintain filled positions form and verify the assigned

employee data appears associated with the proper position.

et e e b b e
=¥ Maintzin position data Job
=¥ Maintain filled positions

&9 Maintsin employsss by position P_00003467 PRG DIR & ASO IN - 000326
i ¥ il to-be-hired vacancies P_0000408% LECTURER - 000531
F Calculations
- o P_00004566 Mitchell Ronda Clemons-41833308 PROF - 000518
Review entity compansation budgets
I All Funds Budget P_00004775 DIR, Campus IT - 002213

Start

Date

7/1/16
7116
7116

7116

TEnd

Date

Employes Emp.

Mumbsr Mz
UFID_D0.  Sonl
UFID_%7. Lee,
UFID_41! Mitd

UFID_E4. Hari

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.

My Task List

I Budget Preparation
5 Review employee information
59 Mass adjust compensation and fringe
I data

5 Maintain employess by position

5 Fill to-be-hired vacancies

2. Notice the Occupancy Status for this position will indicate “Not Budgeted” or “Vacant”. If
the position is listed as Not Budgeted, please go to step 3. If the position is vacant,

please go to step 12.

3. Right click on the position and choose Edit Position Details.
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P_0D0009022
P_0D0009052
P_0D0009080
P_0D0009081
P_0D0017120
P_D0020122
P_D00203&7

PoOMNEL2SN Sl ERs VR

4. Gotothe FTE tab.

Employee Details
General Position DetaiE FTE

Fiscal Assistant 11 - 002009 71116 Fill=d

OFFICE AST - 0

Web Developarf-
ACADEMIC PROE:
DEVELOPMENTA

[ Eit Position Details
%I’IEE

[ Calculate Compensation

lﬁ;med

AST DEAN B LEC
Executive Assists

@ Allocate Compensaton Budget to GL Accounts

tatus Changes  Salary | Additional Eamings ~ Fringes

Benefit Elections = Distributions

5. Right-click anywhere on the screen and choose Update FTE.

Proposed
FTE

1=t Assignmenit 0.5

FTE FTE
Start End
Data Dake

T &304

[ Updat= FTE
[ Adjust Paried|. el Dewmils

Return to Previous Form
[ Caleulate Compensation Expense

7. Input the FTE for this position.

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

date sequence.

9. Click Add, then click OK.
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Runtime Prompts - Update FTE x

Prompt Test Value
i * Enter FTE 1
* Enter Effective Start Date Examole: 11/29/98  (7.015016 Gy
—_—
ﬁ Enter Effective End Diate | %

10. Confirm the assignment appears on the FTE page.

FTE FTE
Proposed Start  End

1t Assignment| [T 71/ |

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

e ———— e — —————— e ——

P_00009022 Fiscal Assistant 1T - 002009 71116 1
P_00009952 OFFICE AST - MBLY 711{16 Vacant 1
P_00009080 ‘Web Developer - 001ES3 7116
MOM00203: ACATENIS HIEIRMUG CRO 20 2

12. Right-click the Position number.
13. Click the Assign Employee on the pop-up menu.

14. Click the Assign To-Be-Hired Employee option.
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P_0D0008331 3R ASO IN - DDLS58 7i1{16 Filled 12 mon

P_00003022 Fiscal Assistant IT - G02009 7iif16 Fill=d 12 mon
'_m._l NCCTFC ACT  AnDd 7 Tfﬂlﬁ VBGI'I: 11 mon
P_00009 - _ 1116 Filled 12 mon
P_00003 (2 e Positon Detais 11116 Mot Budgeted 12 mon
P_D00LT EJ Czlculate Compensation Expanse 1116 Hlled P
P_00020 E_I Allocate Compensation Budgst to GL Accounts 116 Fill=d 12 mon
P_00020 f1f16 Fill=d 12 mon
P_00021 f1f16 Fill=d 12 mon
P_000341 i f1= — 7 =on
poopgde  Pssion Employee k E |Assign Existing Employes L
F':DI:IIJZI_EE'& @Aﬁsign To-Be-Hired Employes, 1gh
P_00023 Adjust fifie Mot Budgeted dn
P_00O025 | fifie Vacant 12 mon
1LI:IEIEIIE @Cﬂnﬂ&"t—. 1116 Fill=d 12 mon

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.

17. Click the Assign button.

Prompt Text Value

Enter Employes Number "Unspecified Employee"
| * Enter Employ=e Name Albert Alligator
|i#l] * Select FT/ET Full-time
|1 * Select Union Codz None
|isd] ™ Enter FTE 1
[ * Enter Hire Dat= 7-1-2016 Lol
Assign gzlcel

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

(I T AT LT LT R I Sy M TR R NPT E Ly [ S LR F§Ay L J L& U TR
P_00002052 OFFICE AST - 000817 7/1/16 12 months
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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.

F_ UL L

P_00009052 | To be Hired 6

P_00002080

P_00017120

P_00020122

P_00020367

P_00021200

P_00021830

Fislal Aosislaiil 1L~ Uusuus
ACTTOE ST Annnd T

1 EEJ Calculate Compensation Expense
EEJ Allocate Compensation Budget to GL Accounts

E_J Delete Employee Assignment

——AssisrEmptey -
[Z Edit Employee Details %
EP] Change Status

[ZL, Bewieny Eminloves Allaration Bo 1ilte

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 Detzilf  FTE  PBtatus Changes | Sals

FTE FTE
Proposed  Start  End
ETE Date Date

1=t Assignmeni]

1y

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

1.

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

Click the Edit Employee Details.
Click the Status Changes tab.
Right-click the blue assignment label of the assignment you wish to change.

Click the Change Status option.

CITIPRIYEE LeSLdins

General = Position Details FTH | Status Changes [Balary .ﬂ.ddl

Assignment  Assignment
Action Start Date  End Date

1st Assignment  Arfive MNea

f_?_| Change Status

% Review Employes %Dcatinn Results

[@ Calculate Compensation Expenss

@ Allocate Compensation Budget to GL Accounts

Return to Previous Form

6. Double click the Select Status drop down field.

Runtime Prompts - Change Status

Prompt Text Walue

|s#d] = Select Status Active E
[ = Enter Effective Start Date [
Iﬂ Enter Effective End Date I'_%
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7. Click the appropriate status (e.g., Maternity, Inactive, On Sabbatical, etc.).

Runtime Prompts - Change Status

Prompt Text Value
@] * Select Status Example: 11/29/98
= - Matemity
@8 = Enter Effective Start Date e [y
[ Enter Effective End Date 0On Sabbatical £
Leave of Absence
Disability

8. Enter the desired information into the Enter Effective Start Date field (e.g., "11/4/16")
and Enter Effective End Date as appropriate.

9. Click the Change button at bottom of page.

Runtime Prompts - Change Status

Prompt Text =107

|iad] = Select Status Maternity
@ = Enter Effective Start Date 11/4/16
[ Enter Effective End Date 5/3/17

& &

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

Employes Details
General = Position Details = FTE ~ Status Changes — Salan

Aszignment Assignment
Action  Start Date  End Date

1st Assignment i 216 11318
2nd Assignmeny Matem... 11/4f16 5/3/17
3rd Assignment  Active LETETEN

11. Go to General tab and change the appropriate Assignment End Date to 11/3/16 to
reduce the amount of salary expense being charged for this individual to the appropriate
time period.
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Default
ination Weekly Assignment End
ate Hours Dats Status

ap | 11/3/2016 (@Y |Active

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

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

13. Right-click within any form cell to access the pop-up menu.

14. 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.

P_0D0D05736 * o dbinm Rmeiedaed T WY
P OODOSTIT @ Calculats Compensation Expense
EQJ Allocate Compensation Budget to GL Accounts

P_0DO0573% 1
P OD00D5214 G}h Delete Employes Assignment [%
P_00006108 Assign Employes k
P ODD0DBS0E [E| Edit Employee Details

~ [ _—

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

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

NOTE: 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.

Position  Position Annual | Default 40-
Start End Occupancy Salary | Weekly |&vailable Hour Tatal

Job Date Date Status Spread Hours FTE FTE FTE Status
P_00003467 PRG DIR & ASO IM - 000326 7116 Filled @ months 26.8 0 0.67 1 Acki..
P_0D0O04089 LECTURER - 000531 716 Filled 9 months 40 0 il 1 Ak
P_00004566 PROF - 000518 7116 Not Budgeted 12 months| 40
P_0DD04567 PROF - 000518 716 Not Budgeted 12 months) 40
P_00004568 PROF - 000518 7/1/16 Not Budgeted 12 months| 40

FTE may be changed either per position or per employee.

To change the position FTE only.
1. From the Maintain position data form, right click on the position to which you wish to
change the FTE.

2. Click the Edit Position Details option.

i
P_00003467 PRG DIR & ASD tl Eil Edit Position Details L \
P_00OO408% LECTURER - 000G .
P_00D0M5E6 PROF - DOO518
P_0DD04567 PROF - DO0518 [IL Allocate Compensation Budoet to GL Accounts
P_000568 PROF - 000518
P 00004565 PROF - 0005158

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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Position Details

General Employed  FTE | Btatus Changes  Salary Additl

FTE FTE
Proposed Start  End
FTE Date Date

1st Assignment I

[ Update FTE
' i tails

Return to Previous Form

L Calolate Compcncation Buncnca

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] on the keyboard to remove the Effective End Date to make this an
ongoing change.

9. Click the Add button, then click OK.

Runtime Prompts - Update FTE

Prompt Text Value

|i#l] = Enter FTE e

Iﬁ * Enter Effective Start Date Example: 11/29/98 07-01-2016 EEB

@ Enter Effective End Date &y
Add || 5
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10. Confirm the assignment updates correctly.

General Employee  FTE  Status Changes

FTE | FTE
Proposed |Start  End
FTE Date Date

1st Assignmen 0.5 Ffi/..

To change the FTE for an employee.

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

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

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

Employes Details

General = Position Deta+ FTE |5tatus Changes  Salary | Additional E3

FTE @ FTE
Proposed Start  End
FTE Cate Date

1st Assignment
Return to Previous Form

E@ Calculate Compensation Expense

—%ﬁmmmdget to GL Accounts

[ Update FTE [

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] on the keyboard to remove the Effective End Date to make this an
ongoing change.
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9. Click the Add button.

Runtime Prompts - Update FTE
Prompt Text Value
|| = Enter FTE 5
I.ﬁ * Enter Effective Start Date Example: 11/29/98 07-01-2016
[ Enter Effective End Date

Add | [cdncel

10. Confirm the assignment updates correctly.

General Employee  FTE

Status Changes

1st Assignmen

Propossd
FTE

0.5

FTE @ FTE
Start End
Date Date

Fi1)...

Promote a Position and Employee including Fringe Benefit changes

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

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

will be provided.

2. Click on the job name cell.
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3. Click the job drop down arrow.

DML e | MR MR R R B e T et A M b e r g oap " mem e v rE e v

P_00005814 Human Resources Generalist T - 003113 i — e =
P 00006108 Public Relations Spec III - 002522 Entries a5
P_OODOBS0B ASO DEAN & PROF - D00D456

P_0000B831 SR ASD IN - 001558

P_ 00009022  Fiscal Assistant 11 - 002009 Name }

P_0D009052 OFFICE AST - 000817 mm RTSQS‘?EC 000500 N
P 00009080 Weh Developer - 001899

UNIY UNION PROGRAM SPEC, SR - 0005910
P_00009081 ACADEMIC PROGRAMS, CRD 1 - 001140 BOOKSTORE/RETAIL SPV - 000911

P_00017120 DEVELOPMENT/ALUMNI AFF, CRD 4 - 001 BoOKSTORE/RETAIL MGR - 000912

Search

P_D0020122 AST DEAN & LECTURER - 000458 BOOKSTORE/RETAIL MGR, SR - 000913
P_D0020367 Executive Assistant I - 003707 FINANCIAL AID OFFICER - 000914
P_00021200 BUSIMESS MGR 3 - D01446 FIMANCIAL ATD OFFICER, SR - 000915
P_00021830 Academic Program Spec III - 004025 ADMISSIONS/REGISTR OFFICER - 000916

P 00022395 Accountant I1I - 002002 ADMISSIONS/REGISTR OFFICER, SR - 000917

LABORATORY, TEACHING SPEC - 000918 (¥

P_00023551 End User Computing Spec IT - 001827
LIBRARY TECHMICAL AST - 000919

P_00023%964 Communications Manager - 002510

r

P_00025487 Program Assistant - 000308 6 7118 Vacant 12 months
P_D0028941 AST SCHOLAR - 000527 7/1/16 Filled 12 months

(T X . o I ol W il (N o I Pt Tl L =0l i e 4. Al

5 & &

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

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

Search  executive assist

MName
ECUUvE ISCan -

Executive Assistant I - DO3707 [

NOTE: The cell may flash to yellow to indicate a recent edit has not yet been saved.
6. Click the Save button, then click OK.
7. If the salary admin plan remains the same, skip to step 22.

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

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

9. Choose Edit Position Details.
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10. Click the Salary tab. Notice the Salary Admin Plan still says TU2N which is a Non-
Exempt salary admin plan.

Position Details

General Employee  FTE | Status Chang Salary jdditional Eamings | Fringes

! Employes
Option  Allows  Owverride
Option End Walue Option
Value  Option Start Date Date Change Value
TU2ZM  1st Element Change 1] 7116 Yes 0

11. Click the Fringes tab and notice the fringes are Non-Exempt fringe rates.
Position Details

General  Employee  FTE Feng

) Employee:Vaca

Cwerride  Option  Option
Option Option Start  End
Value Value Date Date

Fringe_TEAMS_USPS_Mon-Exempt jlst Element Change  44.8 448 7 . E:']
Fringe_MNon-Benetit_Earnings 1zt Element Change 7.6 7.6 7 .

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

13. Click Delete Salary Information.
Position Details

General Employee  FTE | Status Changes  Salary  Additional Eamings = Fringes | Benefit Elections Distritul

) Employee:Vacancy

Option Option  Allows  Override
Option Start  End  Value  Option
Value Date Date Change Value

TU2N 1st Element Change o 71 _—_— n

Return to Previous Form

alary Information

[1’_| Allocate Compensation Budoet to GL Accounts

Expense
? Edit 3

Tatal Bocitian___\sczano

Hyperion Budgeting 47




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

General = Employee FTE | Status Changes  Salary  Additional Eamings  Fringes  Benefi

J Employee:Vacan

Right-click and add Salary Grades

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

Coni P} : =
LB = g e e

@ Add Salary Information %
@ Delete Salary Information

@ | Calculate Compensaticn Expense

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

Runtime Prompts - Add Salary Information #
Prompt Text Value

i i = select Salary Grade "Unspecified Element™ "

¢ [ * Enter Effective Start Date 7-1-2016 gl

In this example, we will choose TA12, which is a 12 month TEAMS Exempt Salary Admin Plan.
16. Expand the Salary Grades and Faculty categories, and then click TA12.

17. Once TA12 is chosen click the right arrow to send it over to the Element area on the
right hand side and then click OK.
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Member Selection

Dimensions Element| v

Members Variables

AP PETET@

Member Name Member Name

Elemant emen
Salary Grades %
» Faculty
> COM Clinical Faculty

Exempt TEAMS(USPS
> TADS

: »
TAl12

> TU2E
» TUSE Remove
> USZE

> MNon-Exempt TEAMS/USPS Remove All

Help OK [ihnoel

18. From the Add Salary Information window, adjust your Effective Start Date if needed. In
this example, we will leave it at 7-1-2016.

19. Click the Add button.

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

20. Right-click on any cell in the Position Details section and choose Calculate

Compensation Expense. Once it is finished, run the Allocate Compensation Budget
to GL Accounts calculation.

Hyperion Budgeting 49




Position Details

General Employee FTE  Status Changes  Salary  Additional Eamings  Fringes  Benefit Elections

) Employee:Vacancy

Option Option  Allows Override
Option Start End  Value  Option
Value Date Date Change Value

Ta12  1st Element Change o 7y —— o

Return to Previous Form

EQ_| Add Salary Information

T e e ——

Eg_| Calculate Compensation Expenss
i rounts

Edit 3

Expense

Tokol Diocikion Moo

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

General Employee  FTE

COwerride  Option  Option
Option Option  Start  End
Value Value Date Date Val

Fringe_TEAMS_USPS_Exempt tElement Change 369 36.9 71 . Percentag
e sm=-1101 Elemant Change 7.6 7.6 Zf1f.. Percentag

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

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

P_00009022 Fiscal Assistant II - 002009 7/1/16
P_00009052 To be Hired & OFFICE AST - 000817 7|1/18
P_0D00S0RD rooa— Web Developer - 001899 #1/16
P_00017120 1 : DEVELOPMENT/ALUMNI AFF, CRD 4 - 001363 7/1/16

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

25. Click the position name or job number you want.
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Entries

Search  fiscal

‘ FISCAL AST - 000833
FISCAL AST, SR - 000

FISCAL OPERATIONS SPV - 000335
Fiscal Assistant I - 002003
Fiscal Assistant II - 002009

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

26. Click the Save button, then click OK.
You will update the Salary and Fringe benefit, if needed.

27. Right-click on the name of the employee holding newly changed position.

28. Choose Edit Employee Details.

Assign Employses
[} Edit Employee Details
} EQJ Change Status [%
['_T-_H Review Employee Allocation Results
Edit

b Adjust
@Cnmments
*= Supporting Detail
{Ei Change History

! TobeHired6 =7 FISCACAST - 0O0BS

29. Repeat steps 10 — 21 above if you need to change the salary admin plan.

30. Click the Save button.

31. 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 underneath the section that states “Right-click and add Additional Earnings
Elements”.

5. Click the Add Additional Earnings option.

General Position Detaile  FTE | Status Changes  Salan]  Additional Earmings | Fringes | Ben

Right-click and add Additional Earnings Elements

oS
Option | Start End  Type Earning Value
Walue Date Date Input Type Changs

E@ Calculate Compensation Expenss

E@ Allocate Compensation Budget to GL Accounts

% View Budget Impact of Additional Eamings
Baturn to Previous Form

E@ Add Additional Eamings

El iplate Additional Famings %

Edit »

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

Runtime Promipts - Add Additional Earnings *
Prompt Text Value

i 4t * Enter Additional Earning "NEE_LSP" ‘-

@ * Enter Effective Start Date 7-1-2015

7. Click the Display Properties icon.
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Members Variables

-q3> ] v @

Aliae

8. Click the Alias menu.

B S E M@

Member Name

® Alias %

Member Name:Alias
1ergency

| Diff Pay
Diff Pay Additional Display Properties »

Alias:Member Name

9. Select OTS Overtime.

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

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

11. Click the OK button.
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Alias
Element
» ASE Asbestos Pay ~
» CWE Campus or Weather Emergency
» OCH 230-On Call Hol-Wkend Diff Pay
OCW -0n Day Diff Pay

> OTS Overtime

e ifferential
» SMP Night Shift 10% Differential »
» UOT UPD Overtime Add
» ADU Additional Duties (HSC)
» BN5 Bonus Remove
» ESC 170-Extra Comp (5)
> ESH 175-Extra Comp (H) Remaove All

> ESL 180-Extra Comp Lump Sum

» FPA Foundation Payment

»» F5U Foundation Supplement

» INP Incentive Pay (HSC)

»» LBMLegislative Bonus

> LSP Lump Sum Payment

» PRD Productivity (H5C)

» QTL 285-Quarterly (HSC)

» RPA Research Professorship Award
» RSA Research Award (H5C) ™)
» SGH 145-Student Govt/Housing

Help

Alias

Element

"OTS Overtime”

ok | [dancel

12. If you want to make this effective as of July 1, 2017, click inside the Effective Start Date

field. For example, change the date to "7-1-2017".

Prompt Text
_.___+ * Enter Additional Eamning

@ *= Enter Effective Start Date

Valus
"OT5 Qyertime"

7/1/17

13. Click the Add button.

14. Click in the Override Option Value field and enter the Amount of the additional

earnings. For example, enter "500.00".

General | Position Details = FTE

QTS Overtime  1st Element Chan

Status Changes 53

Cwverride  Option
Option  Start
—Vatme—ate

e 500 Tl1) ...

15. Click the Option End Date field and enter the date this option amount will end. For

example, enter "7-30-17".
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Cherride

Option
Value  Option Start Date
OTS Overtime  1st Element Change SO0 7f1f17

Option End Date
713072017 Ly

Value

Armount - 5

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

Allows
Walue
Value Type Input Eaming Type Change
r luunt-Spr&adw'rHﬁ EalaE- DY P
Entries
Search |
MName

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

— e oS S

Amount - July
E“]“I = é!.lﬂlll%‘

Amount - September
Amount - October
[ Sy Spnps Lot - Movambar

17. Click the Save button, then click OK.

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.

a. Right-click anywhere on the assignment line.

b. Choose Update FTE.
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Position Details

General Employee FTE @ Status Changes  Salary | Additional Earmmings = Fringes = Benefit Ele

) Employee:vacancy
Mo FTE assignments are defined
FTE | FTE
Proposed Start End
FTE Date Date

[] Update FTE
Return to Pravious Form
Expense
E@ Calculate Compensation Expenss
Total Position = Vacancy

EE_| Allocate Compensation Budget to GL Accounts

c. Enter the appropriate FTE.

d. Click the Add button.

Runtime Prompts - Update FTE

*
Prompt Text Value
|s#i] * Enter FTE 0.9 x
ﬂ * Enter Effective Start Date T7-0I-2016 E&')
i Enter Effective End Date 06-30-2017 )
add || chncel

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.

Position Details

General Employse FTE  Status Changes  Salary | Additional Eamings = Fring

2 Empl

ddaa

Option Option = Allows
Option Start End  Valugl Override Option
Value Date Date Changf Value

FA12 1st Element Change 0 771 Yes 20,000

6. Click the Save button, then click OK.
7. Go to the Distributions tab and input your distribution information and save.

8. Run both the Calculate and Allocate procedures.

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.
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2. Click the Launch button.

> Forms
My Task List

-_Ej Budgst Preparation
b i Review employes information
i & Mass adjust compensation and fringe
3 [ Manage position and employee data
i Caleulations
I o Calculate compensation budgets I
5> O Allocate compensation to general ledger a

3 2] Review entity compensation budgets
> B Al Funds Budget
> [ Support Unit Budget

Task - Calculate compensation budgets = Task Instructions

Tosk st stos < |

Task List Status

Launch Business Rules

Plan Type HCP
Business Rule EP SC EmpDistElmCaost_All

3. To change the entity, make sure the Version is Working and the Scenario is
Budget.
4. Select the appropriate Entity.
Runtime Prompts - EP_SC_EmpDistElmCost_All
Prompt Text Value
&t = Select Version Working 4.
ot = Select Scenario "Budget” 'R
.7 * Select Entity HR_1302 i,
5. Click your Department or College (if you are small size college) to select it.
6. Click the right arrow to move it to the right side of the screen.
7. Click the OK button.

Runtime Prompts - EF_SC_EmpDistElmCost_All

o

Members  Vagsbles

-aPrBTRTR

Member Name

.

8. Click the Launch button.

(i) Information x

The system will create a popup let
you know it was successfully run.
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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_psrn-rask it siotes <

> Forms Task List Status

My Task List Task - Allocate compensation to general ledger accounts  Task Instructions

I Budget Preparation

b B Review employes information Launch Business Rules

Flan Type HCP
Business Rule  EP_SC_AllocDistCost

b 5 s adjust compensation and fringe
i Manage position and employes data
3 [?’ Maintain position data
5 Maintain filled positions
3 tw Maintain employees by position
> & Fill to-be-hired vacancies
i Calculations
3 S Calculate compensation budgets
> Ig’mlucalze mmEnsation to Eneral Iedger au:ounisl
3 P Review entity compensation budgets
> B 4l Funds Budget
3 i Support Unit Budget

Before going into details on how to select the calculation criteria, let’'s define some concepts.

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

8-digit UFID.

e Existing Positions are all of the pre-loaded positions. Any position that starts with
“P_"“P_A,” “SA_,” or “SB_" is an existing position.

e To-Be Hired Employees start with “To_Be_Hired” followed by a digit.
An example is: “To Be Hired 1.”

e 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 00000000 Name_UFID Existing Employee on Existing Position
Instance 1 P 000000 Name_UFID Existing Employee on Existing Position
Instance 2 P 300000008 To be Hired 1 To Be Hired on Existing Position
Instance 2 P 300000008 To be Hired 2 To Be Hired on Existing Position
Instance 3 New Position To be Hired 3 To be Hired on New Position
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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 (%
Prompt Text Value
& = Select Employee EMP_1302 i
."' * Select Entity HR_1302 L
¥ = Salact Position POS_1302 LE
.. * Select Scenario “Budget” LER
it = Select Version Working #.

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 “Budget” and the Version should always be
“Working” when you work in the All Funds Budget cycle.

Instance 2: To-be-Hired employees on existing positions

Runtime Prompts - EP_5C_AllocDistCost

Prompt Text Value
&F = Select Employes "New Employees" h,
4 = Select Entity HR_1302 #,
4 = Select Position POS_1302 #,
F = Select Scenario "Budget” #,
-_+ * Selact Version Working k.

Launch | Cancel || Create runtime prompt values file

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 “Budget” and the
Version should always be “Working” when you work in the All Funds Budget cycle.
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Instance 3: To-Be-Hired employees on new positions

Runtime Prompts - EP_SC_AllocDistCost

Prompt Text Value
4F * Select Employee "New Employees” LE
;-+ * Select Entity HR_1302 .
4F * Selact Position “Total New Pasitions™ k,
“F = Selact Scenario "Budget” _E
&F * Select Version Working

&l

Launch || Cancel || Create runtime prompt values file

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 “Budget”

and the Version should always be “Working” when you work in the All Funds
Budget 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 x
Prompt Text Value

.} = Select Employes UFID_ E

b = Select Entity HR_1302 ,, %

“* = Select Position "All Positions™ ,,

. Select Scenario “Budget” '

AF  Select Version “Stage 1" '

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 SRTRT@
Member Name

+ Employee Employee
i Total Employees (s EMP_1302
> Unspecified Employes
Vacancy
s Existing Employees
> EMP_President
EMP_Senior Vice President for Academic Affairs and Provost
EMP_02
> EMP_12
4 EMP_13

A

ST Remove
s L Remove All
EMP_1304
» EMP_1305

EMP_1350

> EMP_15

EMP_16

EMP_17
» EMP_18
EMP_19

> EMP_20

> EMP_23

EMP_24 v

EMD 9%

Next, you will select Department or College as the Entity you want.

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

Runtime Prompts - EP_SC_AllocDistCost
Prompt Text Value
&t = Select Employee EMP_1302
il * Select Entity HR_1301
2t = Select Position POS_1301
& = Select Scenario Budget
&F = Select Version Working

16. Click the + button next to your Department.
17. Select the Department.

18. Click the right arrow to put it in the right side of the window.

19. Click the OK button.
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Runtime Prompts - EP_SC_AllocDistCost

Members Variables

AP PEZTR'y®@

Merbes Nope TR
4 Entity 4 Entity
> Unspecified Entity A HR_1302
> Generic Entity
4 Total Entity
> HR_President
4 HR_Senior Vice President for Academic Affairs and Provost
> HR_02
> HR_12 »
4 HR_13 Add
lﬂ_1 201 \S
I > HR_1302 I Remove
2 Tin_IJUJ @
> HR_1304 Remove All
HR_1305
HR_1350
HR_15
HR_16
HR_17
HR_18
HR_19
HR_20
HR_23
HR_24
HR_25 v
HD 98

PO WYY YTV

et

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

box.
Runtime Prompts - EP_SC_AllocDistCost
Prompt Text Value
it = Select Employee EMP_1302
ot = Select Entity HR_1302
_-:' * Select Position "P_00022457"
& * Select Scenario Budget
_;"‘ * Select Version Working

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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Members  Varisbles
AP SPHTRw@

Member Name
4 Position
> Default Position
4 All Positions
> Unspecified Position
4 Total Existing Positions
> POS_President
4 POS_Senior Vice President for Academic Affairs and Provost
> POS_02
» POS_12
4 POS_13
ST
> POS_1304
> POS_1305
» POS_1350
> POS_15

> POS_16

» POS_17

> POS_18

> POS_19
» POS_20
» POS_23
> POS_24
E - 3

POS_1302

~
®
Add
K3
Remove
Remove All
v

23. Confirm Scenario and Version fields display Budget and Working.

24. Click the Launch button.

Runtime Prompts - EP_SC_AllocDistCost
Prompt Text
&' ™ Select Employee
&F = Select Entity
&7 = Select Position
& ™ Select Scenario
@" = Select Version

Value
EMP_1302
HR_1302
POS_1302
Budget
Working

)| Cancel | Create runtime prompt values file
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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_1302, POS_ 1302 and HR_1302) directly to the search boxes.

NOTE: If you are at the Support Unit Budget Request cycle, please make sure to select
“SU_Budget” for Scenario and either “Working Flat” or “Working Optimal” 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.

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.

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

W plurrenit Year of Weews FY1S | 0 jCorvent Soenano: S Budoet W gCurrent Stage: Workirs
Fage &201 Administrabon ~ M Go
Total Compersation Experse | Alocated Expense  Difference

7000500 — .0 70,700 o
P_D0005132 il 27,598 7.5 o
P O000525 | - 3,30 | 38,782 o
P_000a 5373 - 125, W0 129,700 1]
P_000GETH - 147,540 147,840 o

J [P_D00GEIT) - .04 | 1 g -
P_D0005ATS 8,615 wFs-
0000547 | - ol
P _00005480 v 155,143 185,143 [
¥_0o0sAa1 " 73478 73,475 2
F_ 00005484 — 0,803 70,803 o
P_DO00 5466 | — 41,310 81,310 &
A LS 71,50 [ .

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

FTE not assigned

[ )
o No distribution assigned
o Distribution does not equal 100%

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

2. Choose Edit Employee Details.

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.

ueo_psre
W Current Year of Yiew: FY15 W Current Soenano: SU_Budget JJQnH!'SI‘:.
Page 6201 Admrestrabon ~ | il (<)
Taotal Comperantion Expense | Alscated Expenae |Difference -
0000700 52,081 52,001 o -
P_0000500% 70,700 20,700 ol
P_D0005132 7,58 297,598 0
P_00005259 382 38,382 ]
00005373 120,700 129,700 ]
P_O0005274 147,640 147,840 a
00053 Pl o i
P_O00DEE 68,615 58,615 a rl

NOTE: Position number P_00005478 no longer displays the red cell.

Prior to submitting your requested budgets, the Push has to occur. This will occur every 2 hours
from 7 AM — 7 PM, Monday — Friday. On Saturday & Sunday, the push will occur every 2 hours

from 11 AM -7 PM
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All Funds Budget Submission

12. Add overtime pay or
Budget addt’l earnings 13. Add a vacant position
Preparation 11. Promote a position, including Fringe
14. Calculate & Allocate Compen-
sation Budgets per Entity
10. Change FTE

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

8. Employee status change

7. Assign a To-Be-Hired Employee

6. Assign an existing employee 1. HCP Push Validation

5. Calculate & Allocate Compensation Budgets per Edit \

4. Delete a distribution
2. Budget Worksheet
3. Add an additional distribution to a current
employee

2. Update current employee’s

b 3. Budget Worksheet-Level 0

accounts only
1. Run Distribution

Report
All Funds

4. Control Amount Used Budget

Forms for Budget Submission
Accessing Forms

1. In My Task List, click the All Funds Budget expand arrow
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My Task List

= Budget Preparation

{" Al Funds Budget|

> ¥ pydget Worksheet

59 pudget Worksheet - Level 0 Accounts Only
o control Amount Used

¥ HcP Push Validation

= Suppart Unit Budgst

2. You should see four forms.

Budget Worksheet

Budget Worksheet-Level 0 Accounts Only
Control Amount Used

HCP Push Validation

My Task List

» ¥ Budget Preparation

G Budgst Workshest

o Budgst Warkshest - Level 0 fcoounts Only
S Control Amount Used

S HCP Push Validation

» B¥ Syupport Unit Budget

HCP Push Validation

This forms allows you to verify that “the push” has successfully completed and will display the
salary dollars entered via Budget Prep. You should verify this information prior to using the
other two forms.

1. Select HCP Push Validation form.

2. Choose your Entity from the Entity dropdown field.
NOTE: You may need to search for the appropriate Entity.
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> Forms Task List Status

My Task List Task - HCP Push Validation = Task Instructions
b P Budgest Preparation

[ All Funds Budget 16040700 - FE-GEOMATICS w | 1f1-rERNT-NO SOE

> EF Budget Warkshest Page Dimension *

5 Budgat Warksheat - Level 0 Accounts Only Member 1301 ®

> o Control Amount Used Member

' HCP Push Validation 30t0e0tTRDEAN TOfFICE |
o fj Support Unit Budget 13010100 - FR-DEAN'S OFFICE-GEN ADMIN ™
130104104 ED.D Bl

13010102 - FR-AWARD MATCHING
13010103 - FR-COMMENCEMENT
13010104 - FR-DEAN DISCRETIONARY
13010105 - FR-DEAN TRAVEL
13010106 - FR-FACULTY COUNCIL

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

NOTE: If your ChartField string does not include Departmental Flex, this field must display “No
Department Flex”. Type in “no depart” into the search field, then choose No Department Flex
from result list.

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

Task List Status

Task - HCP Push Validation = Task Instructions

| 101-CRRNT-NO_SOF ¥ | o Department Flex hd 5|JCC - GENERAL ACADEMIC INs[R [+ (3]

13010100 - FR-DEAN'S OFFICE

6. Click the arrow button.

Task List Status

Task - HCP Push validation = Task Instructions

......

13010100 - FR-DEAN'S OFFICE V 101-CRRNT-NO_SOF | Mo Department Flex ¥ | 1100 - GENERAL ACADEMIC INSTR | Y :\[%

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.
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Budget Worksheet

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

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

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

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

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

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

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

1. Goto All Funds Budget > Budget Worksheet. Select your Department from the Entity
drop down field (if needed).

2. Select the appropriate FundBudRefSOF, Dept Flex (if needed) and Program.

3. Then click the arrow button.

Task List Status

«

13020100 - FR-ART-DIRECTOR | ¥ | 101-CRRNT-MO_SOF ¥ | Mo Department Fex | 1100 - GENERAL ACADEMIC INSTR | Y| i=i

FY17 FY16
Budget Budget

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

The upcoming fiscal year will display 3 budget columns:
e Control —this is the initial budget the Budget Office inputs for the new fiscal year
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o Working — this is your working budget. This is where you amake your plans for
spending for the fiscal year.

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

Seeding Budgets
Seeding budgets allows you to take budget data from current or previous fiscal year(s) and
populate your Working budget for the upcoming year. This process allows you to quickly add
data to use as a starting point for budgeting without having to manually enter large amounts of
budget data. You can only seed at the 8 digit entity level, but you can seed at the rollup level for
fund, program and deptflex.

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

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

3. Click from Current year (YTD) Actual.

¥ | No Department Fex | 1100 - GENERAL ACADEMIC TN
FY17 Fy¥1

Budget Budg

Control Warking Final Fing

| Seed Budget... 3
[} from Current Year (¥TD) Actyal Seed Final Version
] AETJE ' [£) Populate Account 2,
[ from Prior Year 2 Actual : 2,
[j«_| for Zero-Based Budgeting Edit b
Adjust 3
@ Comments

"= Supporting Detail

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

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

NOTE: Data may be entered manually into any white cell, instead of seeding, if desired.
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Budget Worksheet-Level O Accounts Only

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

This form only displays level 0 accounts and the accounts don’t expand (roll up). You will also
not see totals at bottom of columns. Please note either the Budget Worksheet form or this form
can be used to input budget. Both forms do the same thing they just have a different view.

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 either the Budget Worksheet or Budget Worksheet — Level 0 Accounts Only, right-
click on the form and select Populate Account.

Seed Budget... b

@ Populate Account L‘X&

Edit ]
Adjust 3
'q b

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

Runtime Prompts - PopulateAccount *
Peossph-Tans 2al
&' * Salact Account(s) to add: "741300" LA
A7 * DO NOT CHANGE (Set By Form) "No Commitment Source” L=
' * DO NOT CHANGE (Set By Form) "No Cost Poal” ),
¥ = DO NOT CHANGE (Set By Form) "No Dept Flex" #,
&% * DO NOT CHANGE (Set By Form) "D_13020100" L
¥ * DO NOT CHANGE (Set By Form) "101-CRRNT-NO_SOF" .
2% = DO NOT CHANGE (Set By Form) "PRG_1100" 2,

3. Click the Account Select Members button.

Value
"741300"

"MNo Commitment Source”
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You will drill-down and locate the account you wish to add within the left Member Name column.
You can also type in the GL accounts directly into this field if you know which account(s) to add.

If you add multiple accounts at once, separate each account with a comma.

Runtime Prompts - PopulateAccount

Prompt Text Value
¥ * Select Account(s) to add: 771005, 713000, 799400|
.7 * DO NOT CHANGE (Set By Form) "No Commitment Source"

NOTE: When adding OPS Salary accounts please choose the second choice in the list as the
first choice in the list is the pre-fringe benefit pool account and this account is no longer active.
You will not be able to input data into this account cell once added.

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

4. Click the Total Accounts Expand icon.

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

7. Click the Operating Expenditures Expand icon

8. Click the Other Operating Expenses Expand icon
NOTE: Scroll down, as needed.

9. Click the Travel and Training Expand icon.

10. Click the 771005 object.
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Member Name
» Equities
Met Revenue and Expense ~
» Totzl Revenue
Total Expense
Operating Expenditures
 Salaries and Benefits
 Other Personal Services
Other Operating Expenses
» Contractual Services
* Building Maintenance and Supplies
» Moter Fuels and Lubricants
> Repairs and Maintenance
> Utilities Expense
» Data Processing
» Office Supplies [ Software [/ Materials / Pubs
» Rent (Expense)
» Printing and Reproduction
> Telephone
 Postage and Freight
» Food
» Advertising/ Marketing

i Travel and Trajning
» 771005

v
> 771006 [%

Once you have located the desired account, you will move it to the right side Member Name
Column. Only the accounts listed on the right side will appear in your worksheet.

11. Click the Right-pointing Select arrow.
12. Confirm the correct account appears on the right side.

13. Click the OK button.
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AP SRETRY@ |

R - Member Name

ravaland ining Accoun
g
> 771006 B
» 771100
771200 Adgd
> 772000
5 772005 @
5 772006 Add all
» 773000 {
» 773005 Remaove
> 773006 X
774000 Remove All
> 775000
» Dues and Subscriptions
> Miscellaneous Other/ Contingencies
» Dther Expenses (Operating Expense Acct)
» 700000
> 700005
» Other Operating Exp Control
» Scholarships and Financial Aid
 Library Resources
" Operating Capital Qutlay
* Insurance and Risk Management v

* \Alaivar

Member Name

|Help| IEII ancel |

14. Click the Launch button.

[ Launch (¢

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

16. Click the OK button.

@ Information

PopulateAccount was successful.

1110 - FALUL T T-EARMINGD

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

18. Notice the new account now appears in the Travel and Training section.
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Advertising/ Marketing

771005 - DOMESTIC TRAVEL (5) - BUD OMLY 0
F71100 - IN STATE TRAVEL
771200 - OUT OF STATE TRAVEL 1,500

F72000 - FOREIGMN TRAVEL
Travel and Training 1,500

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

Postage and Freight 451

713000 - ADVERTISIN Row 771005 - DOMESTIC TRAVEL (5) - BUD OMLY. Column
Advertising/ Marketir  FY17 Budget Working

771005 - DOMESTIC TRAVEL (5) - BUD OMLY 100 X
F71100 - IN STATE TRAVEL
771200 - OUT OF STATE TRAVEL 1,500

21. Click the Save button.

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

NOTE: If you decide you don’t need/want to budget for this account, you can clear the cell of all
data and save the worksheet. The account will no longer appear. Or, if you enter a “0” into the

cell the account will remain visable (as long as you did not suppress zeros in your user
preferences) for the current fiscal year.

Comments 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.

Hyperion Budgeting 76




733000 - BUILDING MAINT and SUPPLIES
Building Maintznance and Supplies

741100 - REPAIRS AND MAINT - BUILDINGS
741300 - SAFETY MAINTENANCE / REPAIRS
742100 - REPAIRS and MAINT - FURN and EQU
742200 - MAINTENANCE CONTRACTS - EQUIP
Repairs and Maintenance

711700 - DATA PROCESSING SERVICES

< Data Processing

732100 - OFFICE SUPPLIES - GENERAL
734100 - COMPUTER. SUPPLIES

30
30

4

Seed Budget...

Seed Final Version...
[ Populate Account

Show Control Accounts

Edit

Adin -t

erreret

Q Comments
+= i

%l Change History

3. Click Plus-Sign to add a comment.

) Program: 1100 - GEMERAL
ACADEMIC INSTRUCTION

Comment
Mo data to display

Account: 741100, Year E¥17_Period: BegBalance, Scer

Actions +  View %3: @

4. Type your comment and click the Add button.

Account: 741100, Year: FY17, Period: BegBalance, Scenario: Budget, Version: Working

Font 2! D @B FE °
BIUY 8§ === EE &% 22
| Type your comiment here. |

Apply to all selected cells []

Help

Comments

Encel

Close
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5. Notice you can see your lists of comments, who entered them and the date.

Comment User Date
Type your comment here. rmitchall 9/21/16

6. Click the Close button.

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

Building Maintenance and Supplies
741100 - REPAIRS AND MAINT - BUILDINGS 1,000 %
741300 - SAFETY MAINTENAMNCE / REPAIRS

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

Deleting Comments

1. Right-click the cell that has a comment.
2. Click the Comments option.

3. Select the comment you wish to delete
4. Click Delete.

5. Click Close.
ACADEMIC INSTRUCTION
Account: 741100, Year: Ry =riaql: BanBalance, Scenario: Budget, Version:

Actions =  View -

Comrment
Type your comment here.

6. Scroll down (if needed) to confirm the cell no longer displays the icon in the upper, right
corner.
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Contractual Services 300
733000 - BUILDING MAINT and SUPPLIES 30
Building Maintenance and Supplies <
741100 - REPAIRS AND MAINT - BUILDINGS 1,000

741300 - SAFETY MAINTEMANCE / REPAIRS

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

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

oK

Adding Supporting Details

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

2. Select the Supporting Detail option.

Hyperion Budgeting 79




15 Seed Budget... 3
Seed Final Version... b
16 [1] Populate Account
e Show Control Accounts L
I Edit ’
3,1 Adjust 3
Comments :
= supporting Detail 3y,
] change History % 317,
7,0 @ Attachments 37,

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

Supporting Detail *
Help | | Refresh | | Save | |Cancel
Actions ~ Viewv o gl o0 ¥ & 95 WM Efipeach | = E §
FY17
BzgBalance
Labsl Operator Budget
Working
> Untitled + 1,500.0
! Total 1,500.0

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.

Actions » View » o o8 o0 ¥ & o QF i=f Detach
FY17
Labsl Operator Eﬁﬂﬁ{_ﬁnm
Working
Airefare + 1000.00
Tolal 1‘|'I 000

5. To add an additional line on the same level, choose the Add Sibling button.
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Supporting Detail
Actions View + BT Hiomh | = E
FYi7
BagBalance
Label Operator Budget
Working
! ——ire 1,000.0
> Untitled I:
s Fetat 1,000.0
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.

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

# Entity: 62010000 - HR-HR ADMINISTRATION @ Cost Pool: Gene

Add Child Add Sibling Delete

Delate All

A

F¥15
BagBalance

Budget
Waorking Cut

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

8. Type in the description of the child line.

NOTE: In this example, we are calculating 32 days of lodging at $125 per night.
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Supporting Detail

Actions v View v % Ky E o Q3 iefi Detach

FY17
Label Operator ﬁgg:ltance
Working
Airefare + 1,000.0
Hotel +
Hotel Rate ¥ v 20000 |
Total 1,000.0

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

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

Supporting Detail
Actions »  View » O%x B ES=A WO

Label Operator

Airefare =
Hotel +
Hotel Rate +
MNumber of days -
Total

11. Double click the appropriate operator field and choose the correct the calculation

symbol.
NOTE: In this example, we will be multiplying the Number of Days by the Hotel Rate to

determine the expected In-State travel expenses.

Hyperion Budgeting 82




Ff17

Label Operator ﬁgd
Wark
Alrefare + 1,00
Hotel + 200.
Hotel Rate — — 200
Mumber of days H
Total . 1,20
"
12. Enter the appropriate number of expected travel days.
FY17
Label Operator ﬁgiltance
Working
Airefare + 1,000.0
Hotel + 1,000.0
Hotel Rate + 200.0
Mumber of days - E %
Taotal 2,000.0

NOTE: The Total field will automatically calculate.

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

Supporting Detail X

Help ﬁefresr] 53\& Cjce[

Acionsv Viewr R ERBETEAVHD Hoah = E D
FY17

BagBalance
Labsl Operator Budget

Working
Airefare + 1,000.0
Hotel + [v] 10000

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

771005 - DOMESTIC TRAVEL (5) - BUD ONLY 100
771100 - IN STATE TRAVEL
771200 - OUT OF STATE TRAVEL 2,000
772000 - FOREIGN TRAVEL

————
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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.

- Seed Budaet... ]

EEJ Populate Account

E CiD

[17]

i
Iy oL

Edit 3
Adjust 3

Nonod ACCOUNES L

= Supporting Detail
{8l Change History
& Attachments

3. Click the expand arrow and edit the values as needed or click the appropriate Delete
button (Delete or Delete All).

Supporting Detail

Acions v Vieww g of X W E 9 . v Bfpetach

% FY17

Labsl Operator ﬁg?:!:ance
Mlorieg
Airefare + [~ | 1,000.0
Hotel + [v] 10000
Hotel Rate s [v] 2000
MNumber of days = ﬂ 5.0
Taotal 2,000.0

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

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

F71100 - IN 5TATE TRAVEL
J71200 - QUT OF STATE TRAVEL
72000 - FOREIGN TRAVEL

A Travel and Training

2,000

2,100
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Control Amount Used

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

Page Fine Arts [»|#| 101-cRRNT + |88 | Go

Fl4
Budget
Control ‘Working Final

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

Eidperating Expenditures 12,298,116 12,298,116
Debt Service
Transfers (Expense)
Cwerhead Charge

EMon-Operating Expenditures

[=lTatal Expense 12,998,116 12,998,116

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

Hyperion Budgeting 86




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 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.
IE“H Ty A Bookl - Mi = 2
Home Insert Page Layout Formulas Data Review View Smart \u’iEWI:e & e o=
oy R _ ] 0 Sailnsert - T -
UE em ks meEe 3w E @ I A
L Ba- PN o = = 5% Delete - | [g]v #
Faste B 7 U~ | ¥~ - | EEE EE | % - 9 v | %0 ;00 Conditional Format  Cell = Sort & Find &
- 7 - = - FE H ° 00 >0 e ormatting - as Table * Styles [BiFormat = | 2~ Filter~ Select -
Clipboard & Font El Alignment (] Number [F} Styles Cells Editing

Al - I3

Setting up Smart View Shared Connections URL

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

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

EH9-®-|= Bookl - [icrosott Excel

nHume Insert Page Layout

WView Smart View

~ £ Undo py Data Point @
(@ Redo | [} Paste Data Point
Open Refresh = Sub
- Functions -~ -

— & -
i Options ===
Al =
Member Options I"j—& Change global Smart View options.
— fened O
| A i anced g Shared Connections URL: https://gat-budget.erp.ufl.edu/workspace Smar «
1 | 1 - Number of Undo Actions
2 Mumber of Most Recently Used items
3 Cell Styles
[ Delete All MAU Ttems ]

: Extensions Logging ‘E )
5 Log Message Display IErmrs v]
7 [[1Route Messages to File C:\Users\rmitchell\AppData'Roaming\Orade \SmartV] ...
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2. Type or paste the below URL in the Shared Connections URL field:

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

3. Click OK.

-
Options v R - - u

Member Dpti%s \E__—& Change global Smart View options.

Data Opti =
ata Options General (i)

[ Advanced ] Shared Connections URL: bet.erp.ufl.edufworkspace [SmartViewProviders R4

o Lo
Formatting =]

Mumber of Most Recently Used items _IEI

[ Delete All MR Ttems |

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

Cell Styles

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

[ Disable Smart View in Outlook

Enable Ribbon Context Changing

Disable options that are not valid for the active connection

Compatibility (i)
Reduce Excel File Size

[ improve Metadata storage

[|refresh Selected Functions and their dependents

Performance @

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

Hep || Reset | [ ok || feanca |
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https://prd4-budget.erp.ufl.edu/workspace/SmartViewProviders

Smart View Option Settings

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

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

ertions ' - - M
Member Options EQMange Smart View options related to grid rows and columns.
Data Options - @
PP fons Suppress rows that have no data.
Advanced [CNo Data / Missing €=t
| Flzere €———
Formatting - Suppress zeros.
el Styles EINo Access
¢ [ nvalid
Extensions [T|underscore Characters
"1 repeated Members
Suppress Columns (i)

[CIne pata /Missing €——Suppress columns that have no data.

[[zere @

[[No Access (t)

Replacement

#MNoData/Missing Label:

#MoAccess Label:

#InvalidMeaningless:
Submit zero

[ Display Invalid Data

Enable Esshase Format String

Mode

Cell Display

[ Navigate Without Data

[ 5uppress Missing blocks

é/\
@

#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 [Flxcel
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER SMART VIEW PPF Architect

|:|i - ) Undo Copy @ @ E; % Help -
=5 (@ Redo Paste o= Ef* Sheet Info
Panel | Cgnnections Refresh | Submit | Options
- Functions = o Data E Mare~
start Edit Data General

Panel

Access and manage shared and private

connections, task lists, and extensions, D E F G | H | I ] | K L M

[#i Oracle Smart View for Office

l Tell me more |:|
71 n

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

m_Hnme Insert Page Layout F

—. Ty 5 Undo | Ef Copy Data Point @
@ Redo | B3 Paste Data Point
Open Refresh
- Functions = -

Start Edit Da
Al v XV

Smart View - X

Smart View Home fa ~ «

v; Shared Connections
Connections from shared repositaory

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

- T R S TC R R

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

[ = —— [S=oc

UF| Authentication

GatorLink Username

| 1 Change Password €

m

Password Forgot Password €

Create Account ©

On?

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

—= [ Undo | Ef Copy Data Point @ @ Eg @ Hel
=, 0=

@ Redo | [ Paste Data Point
Open Refresh | Submit | Options _

- =l Functions = - Data =l Mo
Start Edit Data General
B8 v f |
Smart View v X A B
Shared Connections fa ~ «
Select Server to proceed | F -
Crade® Essbase
racle /] 0 = 0] 0 difio

Reporting and Analysis Framewark
|

L= I N = R, B R R N R
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You should see the Hyperion server at the top of the Shared Connections panel.

5.

Smart View

Shared Connections ot

Expand each level as follows: UBO_PSPB > Forms > All Funds Budget. Click Open
Form on the bottom.

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

> &

[Drade@} Hyperion Planning, Fusion Edition v] 3> -

SN ERP-QAT-HYP-AP2

[+~ @ FY14PSPB
- @ UBO_PSPB
=[] Forms

=l A Funds Budget

------ EH Budget Worksheet

S I .
E = TTLIC T I LT e ey

-] Support Units

7. Select your Entity, FundBudRefSOF, Dept Flex (if needed) and Program from the
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Herew  View  Developer

Fagelayout  Formulss  Date ddddny  SmettView | Farning | Acobat
&:@ = Cell Comments £ Lock Wy Oritthesugh  Rf Approvals
® Supporting Details @ Calcuiate = ) Submit Dats | ) Copy Version
Ratresh | RN W Oocoment stincnomars 60 agent = [l bbors +
A oL Dats Workfiow
PO Budges Workshest - ERP-QAT-HYP-ARL_UFPSPE T L -
1T « FR-ARTOIRECTOR - 103CTRRNT $C3_SCF - Fits Epa oo Pl - 1o
44
Al ~ & -
! A B C ] St View - %
: L ! S m | shared connectons g -»
; FTE l:on\ml W;ari' | |[orace®1tmenn parring, Fusen bdton =] + ~
6 B P OATHE P2 ]
Z G11110 - FACULTY-FARNINGS 2809462 - | i B0 PSPe
8 Fatuky Salines - 2009462 - | b - e
9 611120 - FACULTY-EARNINGS FRINGE POOL - - - o R
10 -Facuky Fringe Beneft Pool Expense. = = e 1] Buiget Wirksheet
11 611210 - FACULTY-MOVING EXPENSE = - - 1] HCP Push Vnlclation
12 611310 - FACULTY-ADDL PAY - - - 151 1 Hueman Capitel oy
13 ~Facuky Addtional Pay = = = il Taskists
14 611220 - FACULTY-MOVING FRINGE POOL = = =
15 611320 - FACULTY-ADDL PAY FRINGE POOL - - -
16 Pay Frnge Beneft Pool Expense - -
17 -Taquky Salaries and Benefts 2809462 -
18 621110 - EXEMPT TEAMS/USPS-EARNINGS 74162
19 ~TEAMS/USPS Exernpt Salines 74162
20 | 621120 - EX TEAMS/USPS-EARN FRNG POOL = = =
21 ~TEAMS/USPS-Exempt Fringe Beneft Pool Expensa = = -
2 621310 - EXEMPT TEAMS/USPS-ADDL PAY - - -
3 ~TEAM! Addnonal Pay - - -
24 621320 - EX TEAMS/LISPS-ADDLPY - - -
25 TEAMS/USPS-Exempt Addtional Pay Fringe Beneft Pool Expense
26 631110 - NONEXEMPT T 177432 -
W] shesny Zgga il T ncie s |
Beay | 21 | LU i 1008 (= L. o

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

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

1. Once you have entered data, click Submit Data button to save and submit the data.

Home Insert Page Layout Formulas Data Review View Developer Add-Ins Smart
@@ E Cell Comments O Lock %, Drill-through ~ §E Approvals
@ Supporting Details E Calculate 'I IE Submit Data I Copy Version
Refresh =
- EE_E Document Attachment Adjust - El More =
Data Waorkflow
et Worksheet - ERP-QAT-HYP-APZ_UFPSPE_T_1
13020100 - FR-ART-DIRECTOR - 101-CRRNT-MO_S0F - Mo Department Flex
S | 711700 - DATA PROCESSING SERVICES
A . B C
742100 - REPAIRS and MAINT - FURN and EQUIP - 452 -
-Repairs and Maintenance - 452 -
721400 - GARBAGE COLLECTION = 267 |-

-Utilities Expense
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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. Click Smart View > Populate Account

136 Cut

y BB Copy

§ T}, Paste Options:

| ‘_hJ —

I =

) Paste Special...

I

I

B Clear Contents

I

I

! Filter 3
I Sort 3
hlj Insert Cornment

I

FI Format Cells...

I

I

h r -

Smart View b &, Drill-through
Missing 27 #Missing | | = Cell Comments
Missing 144432 146400 [E Supporting Details
Missing 3313258 3295369 I;,Ej, Cell Attachment
Missing 252076 121532 BB Cell History
Missing 252076 121532
Missi & Lock

issing 9831 5590
Missing 9831 5390 Adjust »
Missing #Missing 0 B2 Options...
Missing #Missing 0 eed Bud

t... 3
Missing #Missing 0 el

Missi sMissi o | Papulate,ﬂxccnutlf
K
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In this example, we will use Account Code 772000.

3. Enter the appropriate Account code in the Select Account(s) to add: field.

N
.\L‘dunch Business Rule ‘ ] » g
—

Plan Type
COFEREUD
Business Rule Plan Type Type i
PopulateAccount OPERBUD Rule
Runtime Prompts I
#" Select Account(s) to add: lil
[772000] |
i DO NOT CHANGE (Set By Form) |
| "Mo Commitment Source™ | |

i DO NOT CHANGE (Set By Form) -

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

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

i B’
Oracle SITart View for Of... @

| was successful,

7. Confirm the account displays in the worksheet.

=advertisingf Marketing 3000 37000 37000 37000
00 . L RAYEL 000 TS0 7500 - 7500 1139
= =
TT2000 - FOREIGN TRAVEL Q- - - = -

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 attach the

comment.

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

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW SMART VIEW PLANNING ACROBAT

Cadwallader, Gwyn

= @)@ B2 Cell Actions - [ Adjust - Mare - Save 82 Approvals
\ refiests | DD & Lock ®y Drill-through = Clear &) Copy Version
Analyze Tes|
- & Calculate~ [ Submit Data & Apply - X cu
Ad Hoc Data Formatting Workflow By Copy
POV Budget Worksheet - qatd-budget.erp.ufl.edu_UBO_PSPB_1 -
Paste Options:
13020100 - FR-ART-DIRECTOR | - H 101-CRRNT-NO_SOF | - H Mo Department Flex ‘ - H 1100 - GENERAL ACADET
O
Ga3 - Jr || 1500 Paste Special..
A B C D E F
70 734200 - COMPUTER SOFTWARE #Missing #Missing #Missing &Missing #h View
71 738000 - MISC OTHER SUPPLIES #Missing #Missing #Missing Clear Contents onnections [e )
72 -Office Supplies / Software / Materials / Pubs #Missing #Missing #Missing
73 792200 - RENTALS - EQUIPMENT #Missing #Missing #Missing #Missing e , Fiperon Panming, Fusion B |
74 -Rent (Expense) #Missing #Missing #Missing #Mi #Missing = O
75 793200 - OFFSET PRINTING #Missing #Missing #Mi #Missing Sert ' :tmgd?;g pruf.ed
76 793900 - PRINTING REPRODUCTION - OTHER #Missing #Missing #Missing P Insert Comment N ) F::rms
77 -Printing and Reproduction #Missing #Missing #Missing =) Eormat Cells =[] All Funds Budget
78 794100 - FREIGHT #Missing #Missing #Missing #Missing - j E“gSEtWW::EEt
. . S A L . Budget Worksheet - L
79 Postage and Freight #Missing #Missing #Missing #Missing " 1 Control Amount Used
E 713000 - ADVERTISING / MARKETING #Missing #Missing #Missing #Missing # L7l HCP Push Validation
81 -Advertising/ Marketing #Missing issing issing #Missing #1 [ Suppert Units
- : 5 — — — = = R S g
a2 771100 - IN STATE TRAVEL nght click on #Missing #Missing #Missing Ser i v | %, Drillthrough
83 771200 - OUT OF STATE TRAVEL #Missing issing ~etviriing
the cell — — " = I T V= Cell Comments
a4 772000 - FOREIGN TRAVEL #Missing #Missing #Missing  #b Calibri 1 oA m
85 -Travel and Training #Missing #Missing #Missing A X . [ Supporting Details
= M- A - .5l .
86 791000 - MEMBERSHIPS and DUES #Missing #Missing #Missing B I=O- Ay Cell Attachment
a7 791100 - SUBSCRIPTIONS #Missing #Missing #Missing 300 149 " B8 Cell History
a8 -Dues and Subscriptions #Missing #Missing #Missing 3173 2493 8 Leck
a9 797100 - PATIENT CARE COSTS #Missing #Missing #Missing #Missing 43 188 -
90 799900 - MISCELLANEOUS OPERATING EXP #Missing #Missing 37000 #Missing 0 #Missing Adjust ’
91 1l Other/ Conti i #Missing #Missing #Missing 37000 #Missing 43 188 82 Options...
92 -Other Operating Expenses #Missing #Missing #Missing 37000 #Missing 6988 8029 Seed Budget. N
a3 -Operating Expenditures #Missing 3276401 #Missing 3527473 ¥Missing 3420842 3290568 Populate A "
94| -Total Expense #Missing 3276401 #Missing 3527473 ¥Missing 3420842 3290568 opulate Accoun

27.Click Add Comment button.

Comments EI @

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

GE&3- 771200 -0UT OF STATE TRAVEL. FY15, Year'j

User Date Entered

Hide Intersection r Close
V.
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28. 0n the right side box, enter "This is a comment."

Comments

E=%E=R ==

ACADEMIC INSTRUCTION, Cost Pocl: No Cost Pool, Commitment Source: No Commitment Source

Entity: 13020100 - FR-ART-DIRECTOR. FundBudRefSOF: 101-CRRNT-NO_SOF, Dept Flex: No Department Flex, Program: 1100 - GEMERAL

[ GB3- 771200 - OUT OF STATE TRAVEL, FY15, Year v ] | | | SAVE

User | Date Entered This is @ comment |

Hide Intersection ™ Apply to all selected cells

Close |j

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.

[E=N O =55

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

Comments

G83-771200 - OUT OF STATE TRAVEL, FY15, Year =] | % [

User | Date Entered j
This is a comment.

geadwallader 8/3/16 11:46 AM

Hide Intersection I Apply to all selected cells Close | y
%

30. Click Close.

31. Note the cell is outlined in blue. ___

-Advertising/ Marketing
F71100 - IN STATE TRAVEL

#Missing
#Missing

771200 - OUT OF STATE TRAVEL —
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Adding Supporting Details

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

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

secondary menu.

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

——
Supporting Details [ ——
& ST ER B IES S g siSe el ¢ FundBudRefSOF: 101-CRRNT-NO_SOF

* DeptFlex: No DepartmentFlex  * Program: 1100 - GENERAL ACADEMIC INSTRUCTION
* Cost Pool: No Cost Pool

* Commitment Source: No Commitment Source
* Account : 771100 - IN STATE TRAVEL

Expand B Collapse | & AddChild 4 Add Sibling | X Delete X Delete 211 |

€ Promote £ Demote 4F MoveUp £ Move Down | # Duplicate Row 125 Fill |
Copy IR Paste

FY 15 BegBalance Budget/Working
Total:

o

4. Confirm the cell contains the supporting details. The cell will be highlighted blue/green.

B E D

8000 8000 8000 -
2000 8000 2000 -
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Control Amount Used

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

i i — PERSONALXLSE - Mhcrosoh Eacel S
' Wem:  man  ppelywa  fomus D Gewew  Vew  Onelspe  Smmlier | Maweg | Agoes ek
o @ I (=] Cen Commenty 2 ein N Gemanicagh R apprevaly
H

o (5 sunpedting Detats B Cateutate = CF Susan uta | 8 Copy Ve

B Document anscnmens 3 sapnn < T mare -

Wk
ral & B 0 [}] E P a H ! 1] K L M N o P e} R =
1 Fria
= Badget $hared Consections. a3 xw»
E s Jumting (oo e o =+ -
5 Salaries and Renafits 11367879 11367875 - = e
6 Other Personal Services 1436216 1436216 -
| 7 Other Operating Expenses 195021 154021 -
| & Scholarships and Binancial Ald [
|8 Libeary Resources - -
|10 Operating Capital Outlay
|11 Insurance and Risk Management - 0.
2 Waiver - . .
| l.‘ ~Operating Expenditures. 12998118 12998118 -
|14 DebtService . E -
|15 Transfers (Expense}
16 Cvermead Charge
17 -Non-Operating Expenditures . 3
| 38 -Total Expense 1rFEE11E 12998106 -
[EL]
E=
n
|2
f=
C 1
F]
i
&7 .
wiaien] shanry 3

If they do not equal, adjustments will need to be made prior to submitting to CFO.
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Below screenshot shows the color coding for cells with comments, supporting details, and

unsaved data.

Cells with unsaved data are

237 +Total Other - -
243 +Transfers Out - -
244 -Total Expense 111,510.50
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2] Bookl . . .
highlighted in orange.

1

2 et

3 Working Cut Worki

4 Base Base

5 FTE

]

7 611110 - FACULTY-EARNINGS

8 -Faculty Salaries 600.

10 +Faculty Fringe Benefi . . .20 23

13 +racuyadaimonatpal Cell with su pportlng 400.00 :

16 +Faculty Additional Pa . 40.60

15 +racuy-comsaiares| details are blue/green  fooco

20 +Faculty-COM Fringe BErercroorcapermss= 187.0(

22 +Faculty-COM Additional Pay ”

24 +Faculty-COM Additional Pay Fringe Benefit Pool Expense

25 -Faculty Salaries and Benefi . 4,395.80 6,020.50
23 +Teamssalariesandeenefif Cel| With 103,750.00 103,760.00
53 +Other Salaries and Benefit - - -
55 +5alary and Benefits Budget com mentS - - -
56 -Salaries and Benefits . 108,155.80 109,780.50
83 | +Other Personal Services haS blue Outl ine. 2,354.70 1,852.20 -
223 +0ther Operating Expenses 1,000.00 1,000.00

ase

3,984.20
103,760.00

107,744.20

0.00

107,744.20




Security

The following myUFL security roles are created for users.

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

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

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

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

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

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

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

Account

Entity

Fund/Budget Reference/Source of Fund
Program

Dept Flex

Scenario

Version

Year

Periods

Account
The Account dimension in UBO_PSPB is based on the account structure in PeopleSoft
Financial system. Not all GL accounts in PeopleSoft Financial system are included in
UBO_PSPB since the support units do not budget to every single GL accounts. To see
the Account dimension hierarchy, go to one of the three forms. Expand and collapse the
account to see the details.

The account dimension will be revised each fiscal year.

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

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

Program
This dimension should reflect your program.

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

Scenario
This dimension shows the data is for Budget.

Version
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This dimension shows whether you are working on and should always be Working.

Year
This dimension shows the fiscal year.

Periods
This dimension shows the month of the fiscal year from July to June.
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	Changing Hyperion User Variable Settings
	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.
	NOTE:

