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Instruction Guide

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 My Task List = Budget Preparation > Manage position and employee data >
Maintain position data form, select the vacant position for which a promotion will be provided.

» Forms
My Task List

#] Budget Praparation

i i Review employes information

b S Mass adjust compensation and fringe
[ Manage position and employes data
> Maintain position data
> o Maintain filled positions
¥ & Maintain employees by position
g 5 ) Fill to-be-hired vacancies

> ¥ Calculations

> ) paview entity compensation budgets
» I all Funds Budget
» ¥ support Unit Budget

2. Click on the Job Name cell.

3. Click the job Drop Down Arrow.
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.

1301 Fine Arts Office of the Dean | » J
Position  Position fnnual  Default 40-
Start End Occupancy Salary  Weekly Available Hour Total

Job Date Date Status Spread Hours FTE FTE FTE Status
P_0D0D05734 DEAN & PROF - 000449 aislac - S an 0 1 1 Adi.
P_0D0D5736 Executive Assistant I - 003707 Entries x 0 1 1 Adti...
P_00005737 DEVELOPMENT/ALUMNI AFF, CRD 1 - 00 Semrch [ 0 1 1 Acti..
P_0DD05732 ACADEMIC SUPP SVCS, CRD 1 - 001235 0 1 1 Adhi.
P_OD005814 Human Resources Generalist I - 003113 (ame 0 1 1 Adh...
P_0DODS108 Public Relations Spec 111 - 002522 D, Ig;id;‘;k g‘;grﬁl:‘;tsof‘?‘ ISID;S?;‘EE | A | 05 05 05
P_ODDOBG08 ASO DEAN & PROF - DD0456 e demiﬁ’: . 0 1 1 Adi_
P_ODDOSE31 SR ASD IN - 001558 Academic Assistant 111 - 004034 0 1 1 Acti..
P_00002022 Fiscal Assistant 1T - 002009 ASQ DIR, Career Services - 004037 0 1 1 Adhi.
P_00009052 OFFICE AST - 000817 Core Rsch Fadil Specialist 11T - 003553 0.5 05 05
P_DO00S080 Web Developer - 001853 Immigration Spedalist I - 003119 0 1 1 Adi..
P_0DD0S081 ACADEMIC PROGRAMS, CRD 1 - 001140  Immigration Specialist IT - 003120
P_00017120 DEVELOPMENT/ALUMMNI AFF, CRD 4 - 0g  HR Investigator - 003121 0 1 1 Ach..
P_00020122 AST DEAN & LECTURER - 000468 HSC RAC Administrator IT - 003521 0 1 1 Adi.
P_0D020367 Executive Assistant T - 003707 PROGRAM COUNTY EXT AGENT I1 - 001785 v 0 1 1 Adhi.
P_00021200 BUSINESS MGR 3 - 001446 ASSOCIATE IN/SR ASSOCIATE IN - 001793 0 1 1 Adhi_
P_00021830 ' Academic Program Spec III - ‘= s Filled 12months 40 0 1 1 Adi.
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NOTE: The cell may flash to yellow to indicate a recent edit has not yet been saved.

6. If no additional changes are needed to this position or the salary admin plan remains the same,
Skip to Step 21.

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

7. Right-click on the newly changed position.

1301 Fine Arts Office of the Dean | |[=]
Position  Position Annual  Default 0-
Start End Qccupancy Salary  Weskly Awvailable Hour Total

Job Date Date Status Spread Hours FTE FTE FTE Status
P_0D004569 PROF - 000518 7118 Mot Budgeted 12 months 40
P_00004570 PROF - 000518 40
P_00004779 DIR, Campus IT - 002213 |EE| Edit Position Details 40 0o 1 1 At
P_00004869 MGR, Human Resources - 002154 @I Calculate Compensation Expense 40 o 1 1 Ad:l
P_00005734 DEAN & PROF - 000449 40 0 1 1 Acti..
P_0D005736 Executive Assistant I - 003707 [} Allocate Compensation Budget to GL Accounts 40 0 1 1 Adi.
P_00005737 DEVELOPMENT/ALUMNI AFF, CRD 1 - OC 40 0 1 1 At
P_0D005739 ACADEMIC SUPP SVCS, CRD 1 - 001235 40 0 1 1 A
P_00005814 Human Resources Generalist T - 003113 assign Employes » 40 (1] 1 1 Adi...
P_0D006108 Public Relations Spec III - 002522 ] 40 05 05 05
P_0D0O0BG08 ASO DEAN & PROF - 000456 Edit Y 0 1 1 Acti..
P_O000BB31 | SR ASO IN - 001558 Adjust L") i} 1 1 Adi...
P_00008022 Fiscal Assistant IT - 002009 @Cﬂmmentﬁ 40 0 1 1 At
P_0000S052 QFFICE AST - 000817 * <ypporting Detal 40 05 05 05
P_0000S080 Weh Developer - 001899 = 40 0o 1 1 Adhi_
P_0000S081 ACADEMIC PROGRAMS, CRD 1 - 001140 (B Change History 40
P_00017120 DEVELOPMENT/ALUMNI AFF, CRD 4 - 0 @ Attachments 40 0 1 1 Adt...
P_00020122 AST DEAN & LECTURER - 000468 & Lock/Unlack Calls 40 0 1 1 Act..
P_00020367 Executive Assistant I - 003707 celect Al 40 0 1 1 At
P_00021200 BUSINESS MGR 3 - 001446 o 40 0 1 1 A
P_00021830 Academic Program Spec I - 004025+ 7/1/16 Filled 12 months 40 0 1 1 Acti..

8. Choose Edit Position Details.

9. Click the Salary tab. Notice the Salary Admin Plan still says TA12 which is a TEAMS salary admin
plan.

General ~Employee FTE | Stahus Changes Additional Earmmings =~ Fringes = Benefit Elections | Distributions

J Employee:Vacancy

l Override Option
Option Value Option Start Date Option End Date Allows Value Change Walue
TA12 1st Element Change 0 7iij1e fes 0
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10. Click the Fringes tab and notice the fringes are TEAMS fringe rates.

i;_?"Scenaric-:Budget ;’}"Entity: 1301 Fine Arts Office of the Dean I:_:ﬂ\-'ersion:Wor‘r(jng ) Position:P_00021830

Position Details
General = Employee FTE  Status Changes  Salary | Additional Eamings Benefit Elections = Distributions

. Employee:Vacancy
Override Option  Option Allows
Option  Option  Start  End Walue
Value Vvalue Date Date Walue Type Input Change Value Type
Fringe_TEAMS_USPS_Exempt 1st Element Change  356.9 369 71/ Percentage of Overall Eamin._.  No Percentage of Overall Eamin__.
Fringe_Mon-Benefit_Eamings  1st Element Change 7.6 76 1. Percentage of Other Earnings  No Percentage of Other Earnings

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

12. Click Delete Salary Information.

i;_?"Scenari{::Budget ff-"Entity:IStJl Fine Arts Office of the Dean i;_?"\-'ersion:Wnddng
Position Details
General | Employee | FTE | Status Changes  Salary  Additional Eamings ~ Fringes =~ Benefit Elections = Distributions

) Employee:Vacancy

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

TA12 1st Element Change 0 7/1{16 Yes n
Return to Pravious Form
EE| Add Salary Information
|Et2| Delete Salary Information
@ Calculate Compensation Expense
@ Allocate Compensation Budget to GL Accounts

Expense Edit 4
Total Position  Vacancy Adjust r
@Cﬂmments
'E Supporting Detail
YearTotal July August September October Mowembe @ Changs History v
Basic Salary Expensa 50,400.84 3,862 3,862 3,862 3,862 3,867 & Attachments 52
Benefits Expense 18,598 1,425 1,425 1,425 1,425 1,42 cnmen 25
@ Information | 5287 5287 528 {3 LockjUnlock Cells i
3,862 3,862 3,86  Select Al 62
Data Validation M
EP_sC_DeletesalElement was successful. Flidation Hessag=s
OK
'\.::
®© Training and Organizational Development Updated: October 17, 2016
Office of Human Resource Services Page 3 of 8

University of Florida, Gainesville, FL 32611



Office of Human - -
UF Resource Services Instruction Gu Ide

Training and Organizational

Development

UNIVERSITY of FLORIDA

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

;_;_ﬂ'ScenariG:Budget :%ﬁEntitv:lSl’.]l Fine Arts Office of the Dean
Position Details

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

J Empl

Right-click and add Salary Grades

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

Return to Previous Form
|EE| Add salary Information
I:gl Delete Salary Infarmation 4\5
Ep_| Calculate Compensation Expense

Expense DZ| Allocate Compensation Budget to GL Accounts
E| View Budget Impact of Salaries
Total Position = Vacancy Edr R
i

Adjust 3 ‘Emplol,re
YearTotal  July  August E@mmentﬁ Februany
Basic Salary Expense 50,400.84 3,862 3,862 'E Supporting Detail 3,862
Benefits Expense 18,598 1,425 1,425 ] Changs History 1,42°
Tatal Compensation Expense 68,999 5,2 5,287 @ Attachments 5,287
Gross Earnings 50,401 3,862 3,862 3,863

& Lock/Unlock Calls

Filter 4

14.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 Valus
ot * select Salary Grade "Unspecified Element”
i * Enter Effective Start Date 7-1-2016 Ly

Add || Cancel

15. Expand the Salary Grades and Faculty categories, and then click on the appropriate salary grade.

In this example, we chose FAO9, which is a 9 month Faculty Salary Admin Plan.
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16. Once the Salary grade is chosen, click the right arrow to send it over to the Element area on the
right hand side and then click OK.

Member Selection

Dimensions  Element | v

Members Variables

AP SPERTHRTE
Member Name Alizs Member Name Alias
Elemeant Elemeant Elemeant Elemeant
salary Grades Salary Grades FADS FADD
Faculty Faculty
| FADS FADS |
» FALD FALD
» FALZ FA12
» FASU FASU
» COM Clinical Faculty COM Clinical Faculty b
> Exempt TEAMS/USPS Exempt TEAMS/USPS Add
> Non-Exempt TEAMS/USPS Non-Exempt TEAMS/USPS
Remove
&
Remove All
Help Cancel
17.From the Add Salary Information window, adjust your Effective Start Date if needed.
In this example, we changed it to 10/15/2016.
18. Click the Add button.
Runtime Prompts - Add Salary Information
Prompt Text Valus
IF * Select Salary Grade FADS A
@ * Enter Effective Start Date 10/15/16
@ Cancel
&
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After adding the new salary, you must run the Calculate Compensation Expense for the new Fringe Benefit
to be reflected.

19. Right-click on any cell in the Position Details section and choose Calculate Compensation
Expense. Then run the Allocate Compensation Budget to GL Accounts.

Position Details
General | Employee | FTE  Status Changes Salary = Additional Eamings  Fringes | Benefit Elections | Distributions
J Empl
Option Option Start  Option End  Allows Value Cwverride
Value Date Date Change QOption Value
FADS  1st Element Changs 0 10/15/16 Yes 1]
) T Raturn to Previous Form
nght @ Add Salary Information
CIICk here EE| Delete Salary Information
| EE| Calculats Compensation Expenss l
@ Allocate Compensation Budget to GL Accounts L}
Expense Edit 3
Total Position  Vacancy Adjust 4
@Comments
Employes
'E Supporting Detail ®, mmeeye
Yeal {8 Change History =r December January February
Basic Salary Expenss S04 2 5,793 3,862 3,862
Benefits Expenss Nf@ Attachments 5 2,138 1425 1,425
Total Compansation Expense  6¢ L4l Lock/Unlack Cells 7 7931 5287 5,287
Gross Earnings 5 Select All i2 5,793 3,862 3,862
Data Validation Messages
s
20. Go to the Fringes tab and notice the fringes are now Faculty fringes.
Position Details
General Employee FTE  Status Changes  Salary  Additional Eamings  Fringes  Benefit Elections  Distributions
J Employee:Vacancy
Override  Option  Option Allowes
Option  Option Start End Value
Value  Value Date Date Value Type Input Change Value Type
Fringe_Faculby 1st Element Change  26.9 26.9 10/15/... Percentage of Owverall Eamin... No Percentage of Overall Eamin...
Fringe_Mon-Benefit_Earnings 1st Elemant Change 7.6 76  71f13 Percentage of Other Earnings  No Percentage of Other Earnings
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Promote an Individual

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

» Forms
My Task List

i Budgst Preparation

[ o Review employes information

P G Mass adjust compensation and fringe
i Manaoe position and employes data
b 5 Maintain paosition data
o ISE'IMaintain filled positions |
[ i Maintain employees by pasition
> G Fill to-be-hired vacancies

> = Calculations

b = Review entity compensation budgets
> B all Funds Budget
[+ - Support Unit Budget

22.Click on the job name and select the drop down arrow.
23. Use the top field to search for a position name or job number.
24. Click the position name or job nhumber you want.

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

"Unspecif  Albert Alli
P 00006108 Public Relations Spec III - 002522 - Sl tar e
Entries x
P_00003608 ASO DEAN & PROF - 000456
Search  Academic program E
P_0O0008831 SR ASD IM - 001558 Name
ACADEMIC PROGRAMS, CRD 1 - 001140
P_00009022 Fiscal Assistant IT - 002009 ACADEMIC PROGRAMS, CRD 2 - 001323
ACADEMIC PROGRAMS, CRD 3 - 001324
P_00009052 FISCAL AST - 000833 ACADEMIC PROGRAMS, CRD 4 - 001325
Academic Program Spec I - 004023
P_0Q0005080 Web Developer - 001859 Academic Program Spec IT - 004024
|Academic Program Spec III - 004025 |
P_00017120 DEVELOPMENT/ALUMNI AFF, CRD 4 - 00 L}
E 000468
230 g, e S TR
13707
=2 e, g T . h

P_00006108 To be Hired 1 Academic Program Spec III - 004025

If no additional changes are needed, you complete this task. If the salary admin plan changes, you need
to update the Salary and Fringe benefit. Follow the steps below.

25. Right-click on the name of the employee holding newly changed position.
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26.Choose Edit Employee Details.

P_00005514 NMERINES E

P_OODDG10E S e )

@ Calculate Compensation Expenss
L‘& Allocate Compensation Budaet to GL Accounts

P_DDDDEEDE- = My T e | I TIELY )
L'E| Delete Employee Assignment

P_OOD0EE3]  dusllemfumist . mspim & i
P_OD00S022 el o - Assign Employse ¥

||:1| Edit Employee Details l
P_00009052 | VSR ENING L‘@d‘lange Status LE
P_ODDOODED dumwies, “Meiram Someniily dmst me st I:ilReview Employes allocation Results

Edit ]

P_OD017120 s Geseam, amwiiafin Sowtmmng Adjust ,
TR T ——— & comments

'E Supporting Detail

P_OD020367F -l ges e Sas Eowibe
{Til Change Histary

%

27.Repeat steps 9 — 18 above as needed.

28.Run Calculate compensation budgets and Allocate compensation to general ledger
accounts as needed.

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:
o 392-2402
0 http://cfo.ufl.edu/administrative-units/budget/
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