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Assigning an Existing Employee

Set your User Preferences before you begin to work in the workspace.

1. Open your project by going to Navigate > Applications > Planning > UBO_PSPB.

Enterprise Performance Management System Workspace, Fusion Edition

Navigate Ffle View Favorites Tools Help

&  applications b g Planning » g FY14PSPB
#5 Explore Refresh 4 FY15PSPB
Workspace Pages # 4 FY155UPT
."r;’ Administer » 4 FY16PSPB
B, schedule b & FY165UPT
&b FY17supT
¥
4 UBO_PSPE

2. On the left side of the page navigate to: My Task List > Budget Preparation > Manage

position and employee data > Maintain position data.

> Forms

)y My Task List

P Budgst Preparation

> o Review employes information

b & Mass adjust compensation and fringe
i Manage position and employes data
> Eﬂl‘ﬂaintﬂin position data I
b S Maintain filled positions
> o Maintain employees by pasition
> S Fill to-be-hired vacancies

> B calculations

» B paview entity compensation budgats
» I all Funds Budget
» B support Unit Sudget

© Training and Organizational Development

Office of Human Resource Services

University of Florida, Gainesville, FL 32611

Updated: October 18, 2016
Page 1 of 4
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3. Before assigning an employee to the position, ensure you have selected the appropriate
department. Click the Entity dropdown arrow and choose the department where the vacant
position is listed. You can type the department code into the Member search box to find the
department quickly.

1301 Fine Arts Office of the :EarEIﬂ
Page Dimension *
Member Job
P_OO00  Member | - 000326
| 1301 Fine Arts Office of the Dean |
P_ODOD 1302 Art ™ 51
13035 Music
P_000d 1304 Theatre 002213
5506 Collection Management
P_O00C 310 PPD-Directors Ofc urces - 002154
6320 Architecturs / Eginesring
P_o00d 6330 Resource Management 0443
T 634001 PPD-EBldosrvc Admin-Admin I - 003707
= 634002 PPD-Bldgsrvc Operations-EG .
634003 PPD-Bldgsrvc Operations-HC
P_ D000 UMMI AFF, CRD 1 - 001184
= 634004 PPD-Bldosrvc Contract Srvc v
P 0000 634005 Bldgsrvc Innovation Hub NCS, CRD 1 - 001235
LD T— —— Acagemic Frogram Spec IIT - 004025

4. Find the position you want to assign to the existing employee.
e Make sure the position status is Vacant.

o Ifitis NOT Budgeted, please assign FTE to the position first. There is a Change FTE
Instruction Guide on the Hyperion Budgeting Toolkit.

Position  Position Annual  Default 40-
Start End Cocupancy Salary  Weekly Awvailable Hour Total
Job Diate Date Status Spread Hours FTE FTE FTE Status

P 00025487 Program Assistant - 000908 7/1/16 Mot Budgeted 12 months 40

P_000285%41 AST SCHOLAR - 000527 7116 Filled 12 months 40 0 1 1 Achi..
P Q0028040 WIS AST SCHOLAR - 000712 Zine Filled 12 months 40 0 1 1 Ac
SA 00004505 AST PROF - 000530 7/1/13 Vacant Summer & 40 1 1 1 Adhi..
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Right-click the line of the position for which you want to hire an existing UF employee.

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

P_00005814 Human Resources Generalist T - 003113 40 0 1 1 Adh..
P_CHIH}EIDB Public Relations SIJEC III - 002522 E Edit Position Details 40
P_0DODOBGOR ASO DEAN & PROF - 000456 [ Calculate Compensation Expense 40 0 1 1 Ach
P_00008831 SR ASO IN - 001558 40 0 1 1 Adti
P_0000S022 Fiscal Assistant IT - 002009 [ Allocate Compensation Budget to GL Accounts 49 0 1 1 Adi.
P_00005052 OFFICE AST - 000817 40
P_0000S080 Web Developer - 001899 40 0 1 1 Acti.
P_0000S081 ACADEMIC PROGRAMS, CRD 1 - 001140 Aot Enples 5 QI Ao Bt B
P_00017120 DEVELOPMENT/ALUMNI AFF, CRD 4 - 001
P_00020122 AST DEAN & LECTURER - D00468 b ¥ [gyAssign To-Be-Hired Employee
P_00020367 Executive Assistant T - 003707 Adjust L] 0 1 1 Acti..
P_00021200 BUSINESS MGR 3 - 001446 @@mmem 40 0 1 1 Adti
P_00021830 Academic Program Spec 111 - 004025 2 Supporting Detail 40 0 1 1 Adti.
P_00022355 Accountant III - 002002 =0 40 0 1 1 Adi..
P 00023551 End User Computing Spec T1 - 001827 (0 Change History 40 0 1 1 Adi.
P 00023964 Communications Manager - 002510 @ Attachments 40
P_00025487 Program Assistant - 000908 I'EI Lock/Unlock Cells 40
P_00028941 AST SCHOLAR - 000527 it il 40 0 1 1 Adi..
P_0D028949 VIS AST SCHOLAR - 000712 & 40 0 1 1 Acti
—| SA_(00004505 AST PROF - 000530 7113 Vacant Summer A 40 1 1 1 Adti
SA_DD00450¢ AST PROF - 000530 7{1/13 Vacant Summer A 40 1 1 1 Adti.
SB_0D000450¢ AST PROF - 000530 7/1/13 Vacant Summer B 40 1 1 1 Adi..
All Positions  All Inactive 324. 325

7. Click in the Select Employee field, delete “Vacancy” and enter the UFID of the employee.

Note that the UFID must start with UFID_.

Runtime Prompts - Assign Existing Employee

UFID_39393939

| LER

Prompt Text Walus
| it = select Employee UFID_39393939
|i#] * Enter FTE 1

[ = Enter Effective Date
L'ﬁ Enter Union Code
L'ﬁ Enter Full/Part Time

7113
MNone
Full-time

[<][<]

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

9. Click the Assign button.
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10. To confirm the change, click the Maintain filled positions option and confirm the employee just

assigned appears in the table.

Forms
My Task List

P Budget Preparation

b 5 Review employes information

b o Mass adjust compensation and fringe
i Manage position and employes data
b o Maintain position data
b El:""laintain filled pnsitiunsl
) 59 Maintain employees by position

> tp Fill to-be-hired vacancies
[ I Calculations
b = Review entity compensation budgets
» B All Funds Budget
[ = Support Unit Budget

If you need help with...

e Technical issues, contact the UF Help Desk:
0 392-HELP(4357)
0 helpdesk@ufl.edu

e Policies and Directives, contact the UF Budget Office:
o0 392-2402
o0 http://cfo.ufl.edu/administrative-units/budget/
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