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SECTION 1: SYSTEM INTRODUCTION

OVERVIEW

The SFSU Planning & Budgeting application utilizes Oracle’s Enterprise Planning and Budgeting Cloud
Service (EPBCS) to create an all funds budget and projection. The application will be responsible for a
new position approval process that will track requests throughout the cycle and approval status
throughout the budget cycle.
Additionally, financial reports will be available through the application. The following data will be
present within the system and available for reports:

e Actuals (PeopleSoft Financials & HR)

e Revised Budget (PeopleSoft Financials)

e Encumbrances (PeopleSoft Financials)

o HR Roster (PeopleSoft HCM)

e Budget (sourced in EPBCS)

e Current Year Project (or Forecast-sourced in EPBCS)

In order to access the application, the following URL should be used with a supported browser,
including:

o Firefox (recommended)

e Chrome (recommended)

e  Microsoft Edge

e Safari
https://planning-a431204.pbcs.us2.oraclecloud.com/HyperionPlanning

The home page and associated cards can be accessed one of two ways. Through the standard home
page:

= NN Planning and Budgeting Cloud: SFSU A © % ovenassuewv

Budget cYP Daily Reports
Bernice

Activity Recent  Favorites

User Preferences Jobs Application

Tools
>
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https://planning-a431204.pbcs.us2.oraclecloud.com/HyperionPlanning

And additionally, through selecting the

Navigator: Planners |

Budget

20 Budget Review

Budget Compensation

, Budget OpEx and Revenue

o

m
[ ]

Budget Other Compensatio

Budget Reports

Iy
= |

Jobs

D‘

CYP

B0 CYP Review

CYP Compensation

= CYP OpEx and Revenue
B CYP Other Compensation

&0 CYP Reports
Daily Reports

%M Vacancy Savings

Ilear Prafarancac

DATA AVAILABI

Application

Overview
% Settings
= Data Exchange

n [£] Jobs

#& Configure
Tools

@ Access Control

¥ Navigation Flows
Daily Maintenance

<€ Connections

® Migration

User Preferences

Setup

Access Simplified Interface

LITY

DATA PROCESS FLOW

CFs

HRMS

(navigator) icon.

Integration

Data Load Settings
Data Management

Create and Manage

Action Menus
Alias Tables
Dimensions
Forms

Rules

Rules Security
Smart Lists
Task Lists

Actions

Clear Cell Details
Copy Data
Copy Versions

PECS Admin On-Demand

Reporting

Explore Repository
Reporting Web Studio

Monitor and Explore

Task List Report
Application Diagnostics
System Reports

Workflow

Manage Approvals
Approval Unit

Approval Unit Assignment
Import and Export

added for .

Pasition/Employee (WFF)

reporting
{RPT and WRPT) and more detailed data entry by

A

PBCS Application

\x/‘—

Flat
Files
Scripting Server
Automatically Loaded
Pushed Nightly Hightly
——
—— Flat
—— Files
PECS Admin On-Demand
Automatically
Pushed Nightly
LEGEND
e Hierarchy Meta Data Process
e Actuials Data (Summary & Position)
—

Revised Budget Data

CYP Data

Original Budget Data (Summary & Position)

HR Paosition Management Data

Reporting Tools

i
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EXTERNAL SOURCES

DATA TYPE DESCRIPTION UPDATE TIME
Actuals, Revised Budget, & Data at COA detail (non- Nightly
Encumbrances from PeopleSoft | personnel) coming from

Financials PeopleSoft Financials

Actuals from PeopleSoft HR Data at personnel detail Nightly

(position, employee, job code)
that merges payroll actuals with
positions

Current HR Roster

The collection of jobs by
position along with funding
setup in position management
for Budget

One-time, beginning of Budget

Starting Point of CYP (for single
incumbents)

The collection of jobs by
position along with funding
setup in position management
for CYP

One-time, beginning of CYP

INTERNAL SOURCES

Due to performance within the application, some data requires additional consolidation prior to being

available for full reporting.

DATA TYPE DESCRIPTION UPDATE TIME

Summarized Non- Expense data entered at COA On-save

Compensation Expenses detail (non-personnel)

Summarized Revenue Revenue data entered at COA On-save
detail (non-personnel)

Detailed Compensation Salaries and fringe re-calculated | On-save

Expenses

for position-driven expenses at a
position-specific level

Consolidated Compensation
Expenses

Total of compensation expenses
at a department/fund level

Scheduled every 30 minutes
(from 7AM to 11PM PST); note:
at the beginning of each
process, compensation data
will be cleared prior to being
reloaded

DATA SNAPSHOTS

During the budget cycle, forecasting during a fiscal year, and on specified deadlines, the Budget Office
will take snapshots of the data in SF_PBCS. We will always notify the cabinet budget officers of when we
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will be taking the snapshots. The snapshots allow for us to capture the data at a specific day/time. Any
changes made after the snapshot is taken will not be included in that specific snapshot. You can view
the snapshots by changing the Scenario dimension in SF_PBCS.

For example, a snapshot was taken on Friday 5/22/2020 at 1PM. The scenario is named:

Bud_FY20_05292020.

In the Budget and CYP modules, there are Reports that the Scenario dimension can be changed.

See below for an example:

# PlLBudgetReport  # P/L Budget Division Report  #,

P&L Budget Division Report

File Format HTML

Period Years Scenario Version
‘YearTotal Fyv20 Bud_Fy20_05292020 | Working

HTML Preview b

Select a Member

Scenario
Bud_F¥20_05292020)

Search Scenario

Scenario Bud_Scenarios

Act + Bud_FY20_05292020

Bud

RvBud

Encumb

CYP_Scenarios

Bud_Scenarios >

Variance_Scenarios

TERMINOLOGY

g e m e P

Compens:

Department Roster Act vs Bud # Departrent Roster

Department  Fund
DF_SFCMP | FD_OQPERATING_FUNDS

Position and Operating Expense Data Input Tab Column Definitions:
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Dimension

A dimension will represent either a piece of the chart of accounts
(Fund, Program, etc), an HR segment (Employee, Position, etc.), or a
PBCS-only dimension required for application usage (Scenario,
Version, etc)

Member

A single instance of a dimension; for example, Fund NGOO1 is a
member of the Fund dimension

Note: Members within COA-driven dimensions will be prefixed; Fund
NGO0O01 will be FD_NGO001

Breadcrumbs

When using right-click navigation to go from form-to-form, a blue
hyperlink will appear for the initial launch form that will allow a user
to click to go back. If using multiple stages of navigation, this may
create multiple hyperlinks. The trail of these is referred to as
“breadcrumbs”.

Compensation/Comp

The term compensation/comp will be the personnel driven expenses.
This includes three different levels: Single Incumbent, Pooled, and
Default. The matching Job Code -> Account mapping drives the detail
at which the job code/account combination is planned. All of the
salary expenses will be consolidated and utilize a calculated fringe
percentage as well.

Single Incumbent
Positions

Single Incumbent positions will utilize specific employee(s).
Generally, 1-to-1 but including occasional exceptions, these single
incumbent positions will represent the most detailed parts of
personnel expenses.

Pooled Positions

Pooled positions are those types of positions that are planned by
position/job code but are consolidated into a single employee

grouping.

Default Position

Default positions will be used for the remaining salary expenses
following those covered by single incumbents and pooled positions.
For example, overtime will be planned at a bulk number.

New Assignment

For existing positions that will require a new employee assignment,
an additional assignment would be utilized instead of a new request.
This is because the position has already been approved and only the
employee assignment is being changed.

New Request

For net new positions, a new request will be needed. This will go
through the proper approval channels in order to be added to the
working plan.

Distributed
FTE/Salary

The term “distributed” will be used to clarify base salary/FTE vs those
that are distributed across funding lines. Single Incumbents will see
“distributed” calculated based on funding set while pools will have
the distributed elements entered directly.
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STANDARD FUNCTIONALITY

MEMBER SELECTION

Member selection will be utilized throughout the application extensively. This section will show how to
perform member selection whether it be for calculation prompts, entry form modifications, or user
preferences.

Note: The path to get into the member selection screen for each instance above (calculations, forms,
etc) will be different, but the ultimate member selection screen will be the same for each. This example
will cover the member selection on data forms.

Whenever a blue hyperlink is shown, the selection should be selectable by clicking on the specific
member with a left-click. In the example below, both Fund and Department can be selected by clicking
“NG001...” or “6020....”. The member selection will be driven off which dimension (Fund or Department)
is selected.

PRIMARY MEMBER SELECTION

For this example, the Department dimension will be selected by clicking “6020....".

Planner: All Expenses Detail @

Fund Department
NGO01-GENERAL SUPPORT & STUDENT FEES 6020-BUDGET_ADMIN._& OPER._QFFICE

VasrTatal WaarTntal VaarTatal VaarTntal

After selection, the member selection box brings up a list of available alternate members. The member
box will always be filtered by the following:

1. Security —only members with proper security will be shown
2. System filter —in some cases, only some member selections are relevant and will be hidden

There are a couple specific areas to focus on in getting oriented with the member selection screen
below:

e The current selection is shown in two places:
o Directly underneath the dimension header at the top of dialogue box
o Within the member selection area WITH a blue checkmark
e There will be a hierarchy path at the bottom of the member selection screen (Department-
>SFCMP->Administration & Finance->DP_BUDGET_AND_ADMINISTRATION). Since each of these
are blue hyperlinks, they can be selected. This will help to navigate back to higher levels
e Additionally, the “Search Department” field can be used to search for any part of the new
member. In the example below “6022” or “BUDGET” could be used as key worlds to search for
6022-CMS_- BUDGET_OFFICE
o Note: After typing the key word in, select “Enter” to perform the search
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e Lastly, the * icon can be used to modify select display/filter options. For example, the
“Show Alias” option (shown in second image) can be selected to show full descriptions if only
the system members are displaying

Select a Member

Department

-BUDGET_ADRMI

Search Department

e ey s e
DP_BUDGET_ADMINISTRATION
Business Operations

Facilties Services

Fiscal Affairs/Controller

Human Resources

Information Technology

Housing Dining & Conf Services
VP Admin & Finance

VP Admin & Finance - Other

Members Department=
104
EY Add Filter
Show Alias

Show Member Counts

Sort Alphabetically
¥} Refresh
X Clear Selection

Show Invalid Members

& OPER _OFFICE |

5.

DP_BUDGET_ADMINISTRATION

- - 6020-
BUDGET_ADMIN._& OPER._OF...

B8022-CMS_-_ BUDGET_OFFICE

B025-UNIV _&_BUDGET_FLANNING

SFCMP> Administration & Finance> DP_BUDGET_ADMINISTRATION »

To use the hierarchy structure...

e Selectthe " icon. This must be specifically clicked to go to the next level

e In the left pane below, Administration & Finance represents the previous parent level and
DP_BUDGET_ADMINISTRATION represents the direct parent level

e The middle pane then has DP_BUDGET_ADMINISTRATION as the direct parent level with the
available detailed departments as selectable

To select a new member...
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e Either find the member using the above hierarchy structure or using the search functionality

e C(Click the desired member to make a new member selection. If selected correctly, the following
will happen

o
o The selected member will have a blue checkmark, |

Department
| =
o The member will show up under the dimension

e Note: Do NOT click the g icon to make a member selection
e Once selected, select “OK”

Select a Member CSRIN o« | cancel
Department
R | "6022-CMS_. BUDGET_OFFICE
Ve Search Department ol
H
Administration & Finance DP_BUDGET_ADMINISTRATION

6020-

Bl Audt&Advisory Services BUDGET_ADMIN._&_OPER._OF...

DF_BUDGET_ADMINISTRATION > | + 6022-CM5_-_BUDGET_OFFICE
Business Operations 5025-UNIV_&_BUDGET_PLANNING
Facilties Services

Fiscal Affairs/Controller

Human Resources

Information Technology

Housing Dining & Conf Services

VP &dmin & Finanra

4

Members Department= SFCMP> Administration & Finance> DP_BUDGET_ADMINISTRATION »

Once selected, the box will show as yellow (shown below). Whenever anything in the system shows as
yellow (data or member selection), it means that a submission is needed to complete the action. In this

case, the button must be selected to apply the new selection.
Department
5 B022-CMS_- BUDGET _QFFICE =)

ALTERNATE MEMBER SELECTION — FORM ONLY
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Alternatively, a small member set may allow for a faster member selection specifically on data forms.
Select the pencil icon to open up a quick member selection.

/

The current member selections for each applicable dimension will show on the form (if available for this
member selection). In the example below, both the fund and department dimensions show the current
member selections, inclucing the “6022” selection made with the previous section.

ooy [ cen | ot

Fund [NGD01-GENERAL SUPPORT & STUDENT FEES v |~
Department |6022-CMS_-_BUDGET_OFFICE N

Change the fund and/or department selections to the new members. In this case, the fund “CF001” has
been chosen. Select “Apply” to submit the member selections.

Cony [ om e

Fund | CF001-AM GENERAL FUND GENERIC - 001 v
Department |6022-CMS_-_BUDGET_OFFICE Y]

Note: Select the ??' button to go into the standard member selection screen if the list is too long.
SUBMITTING DATA

STANDARD SUBMISSION

Data submission will drive how data is both entered and officially submitted into the planning and
budgeting system. There are two steps to submitting data:
e Enter data into a writeable (white) cell
o Cell will turn yellow to signal that it has been modified with no submission
o Note: At this point, rollups (i.e. Communications below) will NOT reflect the updated
number until submitted
e Click the submit button
o Datais officially submitted to the database
o Roll-ups within the form show the effects of the updated data
o Certain calculations are run following the submission as well’
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In the example below, data has been entered into 604090-Other Communications.

YearTotal YearTotal YearTotal YearTotal
Act RvBud Bud Bud
Final Final Final Working
FY 18-19 FY 19-20 FY 19-20 FY 19-20
All Programs All Programs All Programs Mo Program
604090-Other Communications 35 12
=l Communications 35
606001-Travel In State 4,360 5,400 24
= Travel 4,360 5,400 24
613001-Contractual Services 0
=l Contractual Services 0
616002-I/T Hardware Capital 1,346
616802-1t Hardware Non-Capital 1,335 5.628

Select the “Save” button to officially submit data into the database. There is no “Undo” functionality
here. However, you have the ability to clear the data afterwards by simply hitting the “Delete” key to
clear out the data contents. Note: Another “Save” would be needed as well.

Note: Do NOT select “Refresh” unless truly needing to reload the form. This will NOT submit the data
but rather just reset the data entry form.

| I

YEARTOTAL VS MONTHS

The following forms/processes will have the ability to enter at different period levels: Natural Account
Compensation, Operating Expense, and Revenue forms. They are as followed:

e Annual Entry: Click into any available white cell at the YearTotal level (shown below)
e Monthly and/or Quarterly Entry: Select the Y icon next to YearTotal to expand to quarters.

Continue to expand as needed. Select into each appropriate month/quarter as-needed.

Once selecting a writeable cell, put in the new number. If typing directly into a summarized period, the
data will be spread based on any existing weight of each month. For example, a fully blank intersection
will have an equal 12-month spread. If all data currently resides in July, then the new entry would still
put the full new balance in July.

If entering in monthly, the summarized periods will change as data is entered into each month/quarter.
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Any cell that has been modified, either directly or due to a spread, will turn yellow.

All Budget Expenses | Program Revenue | All Budget Expenses (Unsuppressed) | Program Revenue (Unsuppressed)

Planner: Program Revenue by Department and Fund ©

Fund Depariment

NGO01-GENERAL SUPPORT & STUDENT FEES 6020-BUDGET_ADMIN._&_ OPER._OFFICE

Actual Revised Revised Criginal
Budget Budget Budget
Final Final Working
FY 18-19 FY 19-20 FY 19-20
YearTotal YearTotal YearTotal YearTotal
1102-Next Spring  501001-State University Tuition Fee 3,600

501802-Transcripis 2,400

As an example, the following data was spread to periods under YearTotal as well, even though data was
put directly into YearTotal:

FY 198-20

1-July 2-August 3-September & @1 Q2 Q3 Q4 =l YearTotal
300 300 300 200 900 900 900 3,600
200 200 200 600 600 600 600 2,400

[se- |
Change all cells as necessary, and select . Data will be submitted to the database and reload

as-needed.

ACTION MENUS

ACTION MENU OVERVIEW

Within each data entry form, a select number of actions will be available for actions such as:
e Custom calculations (i.e. Add Requested Position, Add New Line, etc)

e Custom navigations to other forms (Go To....)
e Qut of the box form options
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These action members will be available either through selecting the “Actions” icon (shown below) or by
right-clicking on any part of the grid (next step).

Note: Only the actions that affect the full grid will be available through the “Actions” icon. Generally, a
right-click will be preferred.

Sr[’j?\ Actions w |

EI Go to Department Workforce Detail

& GL Detail
Filter 3
Sort »
‘9 Analyze

%) New Ad Hoc Grid
[&  Predictive Planning
Business Rules

Smart Push Details

g%y Grid Validation Messages
Clear Formatting

Spreadsheet Export

Open in Smart View

For actions specific to portions of the form, right-clicking will be vital. For example, there will be
“launch” forms that exist.
e Department roster shows all employees that are active for a selected department
e Aright-click navigation will allow for a user to navigate from the roster form to view a specific
employee
e To accomplish the navigation successfully, the right-click would need to be performed
specifically on the desired employee

The following types of options are available on each right-click:

e Custom calculations and/or navigations
o Ex. Go To Department Workforce Detail

o Ex. GL Detail
o Insome cases, these options are required, depending on the action that needs to be
performed

o Edit & Adjust
o Shortcuts to making data modifications (optional)
e Comments
o Right-click commenting that can be performed by each user with proper access to the
intersection
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O

Note: These comments can be stacked (meaning multiple comments can exist in the
same cell)

Note: These comments will NOT show up on reports and should be used for specific
tracking only; comment text fields (show up on the form similar to data) will be
prioritized

e Supporting Detail

O
O

O

Alternate mode of populating data in the selected cell

For example, a single travel account could be updated with a breakdown of types of
travel that are added together

Note: Supporting Detail will NOT show up on reports and should be used for user-
specific tracking only

e Change History

O

The entering of data into each cell will be recorded for audit purposes along with the old
value, new value, username, and date of change

Note: The change history is specific to a user making a specific data change; systematic
changes are NOT recorded

Example: Fringe calculations will not show up in the change history location, but manual
changes to an employee’s salary would

To select a menu option, simply left-click the desired option.

yressed) | Program Revenue (Uns a
& Goto Department Workforce Deta
[ GL Detail
'ER._OFFICE ;
- Edit »
YearTotal + YearTotal
Adit vl
Bud Bud Adjust
Final Working Comments
FY 18-20 FY 18-20
*  Supporting Deta
All Programs No Program
5,000 @ Change History
L]
5.000

ACTION MENU — RIGHT CLICKING

Throughout the application, right-clicks menus will be used extensively to handle on-demand
calculations and form navigation. Each time a right-click is completed, it captures the members that
were selected into “context”. This context is then used within calculations and form navigation.
Example: Right-clicking on FD_NGO0O01 to add a new funding line would default the prompts to show
FD_NGO0O01. Additional information has bee provided below as well.
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1. When performing a right-click action that uses members on the form, right-click to the most right of
the existing line that is desired. The “context” that was mentioned above will then be able to pick up
the right-clicked member in addition to all members to the left

2. Right-click on the specific line that needs to be used; for example, right-clicking on a line with a
parent department value (DP_BUDGET_ADMINISTRATION in screenshot below) to navigate to a
form that utilizes a detailed department would not return the expected results

3. If performing a right-click to add a new line, try to utilize an existing line that is close. For example,
adding a new funding line to a position may be requiring a new funding source with a new fund. If
the same department is being used, ensure that the right-click happens on the department that is
being re-used. This will default the department into the prompt, saving time from having to select.

Example
In the screenshot below, the parent members of Operating Funds (Fund) and

DP_BUDGET_ADMINISTRATION (Department) show at the top, along with breakdowns for Salary &
Wages plus Operating Expenses. The second line shows the detailed line that make up this total.

Operating Funds DP_BUDGET_ADMINISTRATION Salary & Wages

Cperating Expenses

NGO01-GENERAL SUPPORT & STUDENT FEES  6020-BUDGET_ADMIN._&_OPER._OFFICE  Salary & Wages

Operating Expenses

e Question: Where would a right-click need to be to happen if trying to navigate to a form that
expects a single, detailed department member to be selected?
o Answer: The right-click should be performed on 6020-BUDGET_ADMIN_&OPER._OFFICE.
This is because it is to the RIGHT of the Fund, and the right-click needs to be on the
right-most relevant member. Additionally, DP_BUDGET_ADMINISTRATION is not a
detailed member, so it would not be a relevant selection.

e Question: Where would a right-click need to happen if trying to navigate to a form that expects
both a single, detailed department AND a single, detailed fund?
o Answer, similar to the above example, the right-click would need to happen on the
6020... member since it is the right-most relevant member. By selecting the department,
the fund would also be picked up.

e Question: Where would the right-click need to happen if trying to capture Salary & Wages in
addition to the department/fund combination?
o Unlike the previous two, the right-click has to go even farther to the right now since
“Salary & Wages” represents the right-most selection. The right-click must be on “Salary
& Wages” on the specific line that specifies NGO01 and 6020. Since “Salary & Wages” is
the right-most member, it will also take the fund and department.
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REPORT ORIENTATION

STANDARD FUNCTIONALITY

Within reporting, functionality will be similar to the rest of the application. However, there are a few
considerations:

User Point of View

e The “User Point of View” represents the member selections available to drive the point of view
of the report. In the screenshot below, there are four options (Years, Version, Department, and
Fund)

e The member selection options may change as you go through either forms or reports

o For example: When accessing the Department Roster form, you may choose a single
department

o If you then navigate to a report which utilizes “Department”, it will show the last
selection

e If changing the members, select the blue hyperlink showing for the selected member and follow
the previous member selection instructions

e Reports will be refreshed with updated data each time the point of view is modified;
additionally, the report header will reflect any applicable updates as well

File Format

o The following file formats are available for each report:

o Excel
o PDF
o HTML

e Only HTML has the ability to engage in additional navigations within the grid
o Ex. Drilling to other reports
o Ex. Expanding a parent to see more detail
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SF STATE Planning and Budgeting Cloud: SFSU

U O -

Budget Reports

P/L Budget Report | P/L Budget Division Report | Department Roster Act vs Bud | Department Roster

P&L and FTE Report
File Format

Years Version Department  Fund
FY20 Assumption  DP_3058 FD_AIl_Funds

HTML Preview v

San Francisco State University
ZOSTIN P&L and FTE Report
SAN FRANCISCO 3058-CEL_GF_SUPPORT-HOLDING_ACCOUNT

Fund: All Funds

/| STATE UNIVERSITY

EXPANDING A PARENT

Within each form, there may be a small triangle next to a member. If this triangle is visible, the parent
can be drilled further into. For example, the screenshot below identifies the parent “Benefits” which
exists on a specified report. The arrow next to it means that the parent can be further expanded.

UlJ'\.rI caum IH DR LW P N ) L

P Benefits

Once expanded, any applicable detail will appear under the parent. In the example below, three further
subtotals appear with an additional triangle next to the member. This means that the member can be
further broken down.

Alternatively, “Benefits” can be collapsed by selecting the altered triangle icon.

- TTTTTTa T TTTTT AT T T TrTTr Tt

» Employment Related Benefits

» Health Related Benefits

P Retirement Benefits
“4.Benefits

Note that if you are looking to download the report into excel, in order to see the GL account detail in
the report you will have to open the report in HTML, expand on the grey arrows (See above
instructions). Once you have expanded on the grey arrows you will then change the file format from
“HTML Preview” to “Export to Excel”. This option can be found under the report filters.
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P/L Budget Report  P/L Budget Division Report  Department Roster Act vs Bud  Department Roster

P&L and FTE Report

File Format HTML

Years Varsion Department Fund
FYa0 Working DP_ADMINISTRATION & FINANCE FD_OPERATING FUNDS

HTML Preview ™

PDF Prawiewy
Export to Excel
Show Annotations

CHECKING JOBS

There may be a desire to check previously run calculations/jobs in case there is any confusion. For
example, you may have thought you add a new position request but do not see the position available in
the specific roster form selected. To confirm where the position was added, you can navigate to “Jobs”
icon within both the Budget and Forecast icons.

Additionally, the jobs area will show job failures if applicable. For example, only single incumbent

positions can be requested. If a pooled position is requested, the job will return a failure that will also
show in this Jobs screen.

Jobs

Recent Activity

v . WPLN: Planner - Request New Single Incumbent
|_é Completed
_ Now

IMTECDATIAA: Admin Dishkh Astals WADIL M #4a WWDDT

Selecting into the job (i.e. WPLN: Planner — Request Single Incumbent) will show the details associated
with the job.
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Job Details
Application Name SFSU Start Time  12/2/19 6:27:54 AM
Cube SFSUWPIn End Time 12/2/19 6:27:54 AM
Job Status Completed
Prompt Text Prompt Value
Enter DeptlD "DP_6020"
Enter Employee "EM_VACANT"
Enter Job Code: "JC_1038"
Select Start Month for New Position: "Jul”
Child Jobs
Type Name

Note: The history will be cleared out after a period of time, however, each job should remain for at least
a few days.

INITIAL SETUP

As a one-time setup (can be multiple times if other preferences are utilized throughout the application),
a few user variable options will have to be initially set. Once set the first time, they will be able to be
changed throughout data entry forms without having to go back to this user preferences area.

User Preferences

From the home page, select icon. If this home page is not showing, select either the

. SF STATE )

icon or the icon to go back to the home page.

SF STATE Planning and Budgeting Cloud: SFSU tyler feddersen@performancearchitects com

12/2/19
" Welcome Tyler
o Y
Activity Recent Favorites il W
Budget Forecast User Preferences Jobs

Application Tools
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Select the “User Variables” option.

User Variables

Use the icon next to each User Variable to populate a member option within each user variable.
These user variables will be used to drive certain types of forms. To begin, the Budget Office teams
recommends setting the options to the following:

e VarDepartment: Set to the second lowest option for which you have security (unless security is
only at the lowest level). This can be changed later, but the more detailed selection will allow for
entry forms to load faster during initial orientation.

e VarlobCode: Set to “JC_ALL” initially to confirm all appointments are captured in each form.
Going forward, this selection can be modified on select form(s) to allow for only specified job
code groupings to be shown.

o Review Department: Set the same as “VarDepartment”. This variable will be used for reviewing
data and will not be as volatile as the “VarDepartment” variable. To prevent both variables
conflict, they have been separated.

e Review Fund: Set to “FD_AIl_Funds”. This variable will be used in coordination with “Review
Department” to show the totals at the selected members as well as each Department-Fund
combination with data. Note that this variable can be changed later to focus on fund groupings,
such as General Funds only.

User Variables

Dimension 4 User Variable Member
Department Review Department

Fund Review Fund

Cepartment VarDepartiment

Job Code VarlobCode

After each has a selection, select the m icon to ensure options are submitted. If this icon is not
selected, the affected forms will return an error. Should this happen, repeat this step.
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User Variables
Dimension
Department

Fund

Department

Job Code

User Variable
Review Department
Review Fund
VarDepartment

VarlobCode

Member

DP_BUDGET_ADMINISTRATION

FD_All_Funds

DP_COLLEGE OF_BUSINESS

JC_E9S

Additionally, there will be optional preferences that can be set by each user. Display and time zone
options will be defaulted based on administrative setup; however, they can also be changed for each
user if desired.

Preferences
General
Display
Notifications
Ad Hoe Options
User Variables
Financial Reports

Form Printing

Preferences
General
Display
Notifications
Ad Hoc Options
User Variables
Financial Reports

Form Printing

General

Profile

tyler feddersen@performancearchitacts.com

Alias Setting

Display

Number Formatting

Page Options

Other Options

Time Zone (UTC-08:00) Los Angeles - Pacific Time v

Language English v

Profile Image [

Supported formats: jpg, .png, and .gif.

Thousands Separator Comma
Decimal Separator Dot
Negative Sign  Prefixed Minus

Negative Color Red

ndentation of Members  Indent level @ members only

Number of ltems on the Page Drop-down 100

Show Consolidation Operators Form Setting

Date Format  Automatically Detect
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For each additional set of changes, ensure the m icon is selected. Once completed, go back to the

home screen by selection the icon.

SECTION 2: NAVIGATION OVERVIEW - BUDGET

To provide a guided approach through the completion of the budget, a specific “Navigation Flow” has
been created as shown below. By selecting the “Budget” icon, a series of nested icons will be displayed.
To start with the navigation flow, select the “Budget Review” icon.

Note: Once comfortable with the capabilities of each icon, any of the icons can be selected to launch the
Budget flow.

Note: If an error shows on opening, refer to the “INITIAL SETUP” section to set user variable
preferences.

Budget CYP Daily Reports
""Budget Review Budget Budget OpEx and Budget Other
eeenessesmmeesesmmneenened | COMPENSation Revenue Compensation
Budget Reports Jobs

Once opened, the same icons will show across the top for easy access. A definition of each is provided
below:

Budget Review Budget Budget OpEx and Budget Other Budget Reports Jobs
Compensation Revenue Compensation

e Budget Review
o Displays read-only forms that can be used to review and/or launch into more detailed
forms
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o Note: “Launch forms” are summary forms that allow for right-click navigation to
detailed forms for specific data entry
Budget Compensation
o Contains the process for maintain Single Incumbent positions ONLY
o Also contains position request review process
o Note: Entries in this process will utilize the 30-minute (7AM-11PM PST) schedule to
update data in the “Budget Review” section
Budget OpEx and Revenue
o Includes standard forms for both non-compensation expenses and revenue by program
o Note: Entries in this process will be updated on-save to update data in the “Budget
Review” section

Budget Other Compensation
o Contains the remaining compensation processes outside of single incumbents, including

pools and natural accounts (i.e. overtime)
o Note: Entries in this process will utilize the 30-minute (7AM-11PM PST) schedule to
update data in the “Budget Review” section

e Budget Reports

o Contains financial reports to offer canned, formatted reports
o Note: These reports are meant to be quick, formatted reports that can be opened in
PDF, HTML, or Excel; they are NOT meant to act as interactive dashboards nor as

“launch forms” similar to those in “Budget Review”

o Tracks all calculations that have been run by each individual user, allowing each user to
refer back to prior jobs that have been run in the case of failure or reminder
o Note: Job history will be cleared after approximately a week

BUDGET REVIEW

The “Budget Review” icon can be used for a general review in addition to a launch form. This overview
will utilize the “Review Fund” and “Review Department” variables that were set in the initial setup

section.
Tabs
Planner: Review Budget

Description

Displays the total associated
with the selected Fund and
Department subtotal members
for Actuals, Budget, and Revised
Budget. Additionally, this will
display all detailed fund +
department combinations that
have data. By right-clicking on
the DEPARTMENT of this fund,
navigation to every major “by
Department” form will be
possible.

Additional Notes

The “Salaries & Wages” data
for the current Budget will be
updated with the 30-minute
(7AM-11PM PST) scheduled
process

Right-click on specific
department members to use
navigation as-needed

The “Review Fund” and
“Review Department”
options can be modified from
this form as well to show
varying levels of data
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BUDGET COMPENSATION

To allow for additional navigation capability, the “Budget Compensation” icon will utilize two forms of
tabs: vertical and horizontal. The vertical tabs will drive the available horizontal tabs.

ROSTER (VERTICAL TAB 1)

The following forms will drive roster modifications, including the management of position requests.
Note: The department used in these forms represents the owner of the position. The department(s)
responsible for funding are handled in the next section.

Ex. If a department pays for a position but does not own the position within HR, then the position would

not show in these roster forms.

Tabs
Department Roster

Description

Allows for modification of all
Employee/Position/Job Code
appointments that are owned by
the selected department. These
appointments are populated
either from the initial HR load or
through on-demand calculations.
Funding is not shown on this
form.

Additional Notes

These appointments are
populated either from the
initial HR load or through
on-demand calculations
All position management
calculations can be
performed here

All funding forms can be
accessed from here

Department Roster by User
Variable

Allows for modification of the
same as Department Roster but
allows for multiple departments to
be modified all together.

Utilizes a user variable set in
the initial setup screens
(must be set before
opening)

Same options as
Department Roster

Department Roster by Job
Code

Allows for modification of the
same as Department Roster but is
ordered with Job Code as the first
column to group by Job Code.

Same options as
Department Roster

Salary Adjustments

Overview form to show all
appointments under the selected
user variable that have been given
a salary adjustment. This form can
be used to review salary
adjustments for a division.

Utilizes a user variable set in
the initial setup screens
(must be set before
opening)

Contains navigational
options to go to other forms
to see more information on
the displayed appointments
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FUNDING (VERTICAL TAB 2)

The following forms will drive funding modifications, including the funding associated with requested
positions. Note: The department used in these forms represents the funding of the position. The
department(s) responsible for the ownership of the position are handled in the previous section.

Ex. If a department owns the position within HR but does not pay for the position, then the position will
not show up in these forms.

Tabs Description Additional Notes

Department Funding Allows for modification of all e These funding lines are
requested and approved funding populated either from the
by Employee/Position/Job initial HR load or through
Code/Fund for a selected on-demand calculations
department. e All funding calculations can

be performed here
e All funding forms can be
accessed from here

Employee Funding Allows for modification of all e Same options as
requested and approved funding Department Funding
by Position/lob
Code/Department/Fund for a
selected employee.

Position Funding Allows for modification of all e Same options as
requested and approved funding Department Funding
by Employee/Job
Code/Department/Fund for a
selected position.

REQUESTS (VERTICAL TAB 3)

The following forms will show the overview of new position requests at each stage: Current, Reviewed,
and Approved. Requests will show up under roster and funding forms for modification, but they will not
affect the budget until approved.

Tabs Description Additional Notes

Current Requests Shows all outstanding position | e Requests can additionally be
requests, inclusive of funding, managed from this area; only
that have not been moved to a users with proper access can
reviewed status yet. move a request to reviewed

Reviewed Shows all positions requests, e Requests can additionally be
inclusive of funding, that have managed from this area; only
been marked as reviewed but users with proper access can
have not been fully approved move a request to approved
yet.
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Requests in this state can no
longer be removed by the
initial requestor

Approved

Shows all position requests,
inclusive of funding, that have
been fully approved.

Position requests that have
been approved should
additionally show up in the
working budget.

Requests in this state can no
longer be removed from the
budget unless the system
administrator removes it

BUDGET OPEX AND REVENUE

The forms related to Operating Expenses and Revenue will show in the “Budget OpEx & Revenue” icon.

This will contain two versions of each: one suppressed and one unsuppressed. To fully utilize history-
driven expense and/or revenue entry, the suppressed versions should be heavily used. When needing to
add new data combinations with no historical data, the unsuppressed versions of the forms can be used.

Note: Once data is added to the unsuppressed form(s), it will additionally show in the suppressed forms
going forward. Thus, the unsuppressed forms should generally only be used when needing to add new

combinations of data.

Tabs
All Budget Expenses

Description

Allows for the modification of all
non-salary and benefit expenses at
a No Program level by a selected
Department/Fund combination for
accounts with current or past data.

Additional Notes

Only shows intersections
with data either in the
working budget or in one of
the historical data columns
Note: This form can
additionally be accessed via
the Budget Review option,
which can assist in the
Department/Fund selection.
Data updated on this form
will be fully consolidated
on-save.

Program Revenue

Allows for the modification of all
revenues by program by a selected
Department/Fund combination for
account/program combinations
with current or past data.

Only shows intersections
with data either in the
working budget or in one of
the historical data columns
Note: This form can
additionally be accessed via
the Budget Review option,
which can assist in the
Department/Fund selection
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Data updated on this form
will be fully consolidated
on-save

All Budget Expenses
(Unsuppressed)

Allows for the modification of all
non-salary and benefit expenses at
a No Program level by a selected
Department/Fund combination for
ALL accounts.

Shows all available accounts
for the selected intersection
to allow for the addition of
new expense lines

Data updated on this form
will be fully consolidated
on-save and available
through the suppressed “All
Budget Expenses” form

Program Revenue
(Unsuppressed)

Allows for the modification of all
revenues by a selected
Department/Fund/Program
combination for ALL accounts.

Shows all available accounts
for the selected intersection
to allow for the addition of
new expense lines

Data updated on this form
will be fully consolidated
on-save and available
through the suppressed
“Program Revenue” form

BUDGET OTHER COMPENSATION

The forms related to pools and GL-driven compensation will show in the “Budget Other Compensation”

icon.

Note: Once data is added to the unsuppressed form(s), it will additionally show in the suppressed forms
going forward. Thus, the unsuppressed forms should generally only be used when needing to add new

combinations of data.

Tabs
Pools

Description

Allows for the modification of
all pool lines by the selected
department. Unlike the other
position forms, pools are only
handled via a single funding
form without any concern for
the “owner”.

Additional Notes

Additional pool funding can
be added through a right-
click functionality

Data modified on this form
will be fully consolidated
through the 30-minute (7AM-
11PM PST) scheduled process

Pools by Department Variable

Same as the “Pools” option
but allows for the modification
of pools for all departments
under the selected user
variable

Same functionality as Pools
Utilizes a user variable set in
the initial setup screens
(must be set before opening)
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Natural Account Compensation

Allows for the modification of
all salary expenses that fall
outside of standard positions
and pools (i.e. Workstudy).
This form will be used similar
to the standard OpEx entry.

Only shows intersections with
data either in the working
budget or in one of the
historical data columns

Note: This form can
additionally be accessed via
the Budget Review option
Data modified on this form
will be fully consolidated
through the 30-minute (7AM-
11PM PST) scheduled process

Natural Account Compensation
(Unsuppressed)

Allows for the modification of
all salary expenses that fall
outside of standard positions
and pools (i.e. Workstudy) for
ALL available accounts.

Shows all available accounts
for the selected intersection
to allow for the addition of
new natural account
compensation

Data updated on this form
will be available through the
suppressed “Natural Account
Compensation” form once
submitted

BUDGET REPORTS

The “Budget Reports” icon will hold relevant financial reports to the budget cycle. These reports are
meant to be canned, structured reports that can be run within HTML, PDF, or Excel.

Tabs
P/L Budget Report

Description

Shows a P&L vs Actuals for the
selected prompts of: Years,
Version, Department, and Fund

Note: Actuals will always show the
selected Year - 1

Additional Notes

Version should be one of
Working, Final, or a
designated snapshot
Department can be any
level of the Department
dimension

Fund can be any level of the
Fund dimension

P/L Budget Division Report

Shows a P&L similar to P&L
Budget Report but removes
Actuals and shows the selection
for Department plus the level
underneath Department. Prompts
include: Years, Version, Scenario,
Department, and Fund

Version should be one of
Working, Final, or a
designated snapshot
Scenario can be any
primary scenario, including
Bud, Act, Enc, and RvBud
Department can be any
level of the Department
dimension
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Fund can be any level of the
Fund dimension

Department Roster Act vs
Bud

Shows all appointment funding
under selected department and
fund selections. Data includes
Actuals, the initial load from HR
that seeded the budget, and the
working budget. Prompts include:
Period, Department, and Fund

Department can be any
level of the Department
dimension

Fund can be any level of the
Fund dimension

Period should be a single
month; if a summarized
period is selected, FTE will
NOT show correctly

Department Roster

Shows all appointments for a
given scenario/version/year
combination along with the build-
up of salaries, benefits, and taxes
into a total compensation
amount.

Version should be one of
Working, Final, or a
designated snapshot
Scenario can be any
primary scenario, including
Bud and Act

Department can be any
level of the Department
dimension

JOBS (OPTIONAL)

The “Jobs” icon will hold the jobs that have been previously run. This section is optional for those that
need to monitor long-running jobs or refer to past jobs, whether successful or not.

ALL FUNDS BUDGET PROCESSES

The processes below are supported within the SFSU Planning & Budgeting application for an all funds

budget. To simplify this process,

Note: All data for this guide utilizes simulated data to protect data sensitivity and should NOT be
utilized for any form of financial reporting beyond examples.
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Note: All initial setup and orientation steps should be completed prior to the below sections, which
assume at least minor system familiarity.

BUDGETING FOR REVENUE

Note: The most direct method of entry will be used for this section. Additional navigations can be
utilized to get to the same form, including right-clicking from the Budget Overview section.

To budget all revenues, select the Budget OpEx and Revenue icon.

Budget OpEx and
Revenue

If not selected already, choose the Program Revenue tab.

At this step, all history and current data driven intersections will appears for the selected
Fund/Department combination:

All Budget Expenses | Program Revenue | All Budget Expenses (Unsuppressed) | Program Revenue (Unsuppressed)

Planner: Program Revenue by Department and Fund ©

Fund Department
NGO01-GENERAL SUPPORT & STUDENT FEES 6020-BUDGET _ADMIN. & OPER. OFFICE

Actual Revised Revised Criginal
Budget Budget Budget
Final Final Working
FY 18-18 FY 18-20 FY 19-20
YearTotal YearTotal YearTotal YearTotal
1102-Mext Spring  501001-5tate University Tuition Fee 1,200
501802-Transcripts 2400

If a different Fund/Department combination is needed, use the member selection to change one or
both. Reminder: Reference the Member Selection section as a guide in making member selections.
Make all necessary changes and ensure to select “Save” prior to leaving the form.
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If an intersection does not yet exist, either:

1. Right-click on the selected Fund/Department/Program (if exists) and select “Add New Revenue
Lines” OR
2. Select the “Program Revenue (Unsuppressed)” option

Both options will lead to the same form. To navigate back to the suppressed form, either use the
breadcrumbs from Step #1 or select back on the original form if Step #2 is used.

BUDGETING FOR SALARIES

The following table displays the scope of each account. For Single Incumbent detail, the “Budget
Compensation” icon will be used. For both Pools and GL Summarized, the “Budget Other Compensation”
icon will be used.

Compensation Detail Accounts Additional Calculations
Single Incumbent Positions e 601030-President e GSI

e 601100-Academic Salary e New Requests

e 601101-Department Chair e Vacant vs Filled

e 601201-Mpp/Supervisory e FTE

e 601300-Support Staff Salary e Benefits

e Taxes

Pooled Positions (No Employee) e 601103-Graduate Assistant e FTE

e 601302-Temporary Help e Benefits

e 601303-Student Assistant e Taxes

e 601304-Teaching Associates

e 601806-Part Time Faculty

e 601809-Extension Faculty

e 601810-Summer Session Fac

e 601804-Winter Session Fac

e 602001- Gf Workstudy On Camp

GL Summarized (No e All other accounts excluded e Taxes
Position/Employee/Job Code) from above that fall under the
“Salary & Wages” subtotal

MODIFY EXISTING ROSTER DETAILS
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SALARY AND OTHER INFORMATIONAL CHANGES

Note: The most direct method of entry will be used for this section. Additional navigations can be
utilized to get to the same form, including right-clicking from the Budget Overview section.

To modify salaries and other informational changes associated with the roster, navigate to the “Budget
Compensation” icon.

Select the first vertical tab: L

Any of the three forms can be used for roster modifications: Department Roster, Department Roster by
User Variable, and Department Roster by Job Code.

The following modifications can be made:
e Salary Adjustments (affects Total Salary)
e Merit Amount (affects Total Salary)
e Confirmed (informational only; requires specific access)
e Grade (informational only)
e Step/Range (informational only)
e Hire Date (informational only)
e Comment Field (informational only)

Modify details as-needed and select “Save” after each batch of updates. If salaries are modified, ensure
that funding is properly handled.

Note: Funding within the same department will be updated on-save. If funding exists in a
department(s) outside of the owning department, it will NOT be automatically updated on new salary
submission. The 30-minute scheduled process (7AM-11PM PST) will complete all split funding
circumstances.

In the example below, a 10,000-salary adjustment increase was entered. The Total Salary field has not
been updated yet.
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Department Roster | Department Roster by User Variable | Depariment Roster by Job Code | Salary Adjusiments
Planner: Department Roster @

Years Scenario Department
FY19 Bud 6020-BUDGET_ADMIN._& OPER._OFFICE
Position FTE Base Salary GSI Salary Merit Amount Confirmed Total Salary
Adjustments

YearTotal YearTotal YearTotal BegBalance BegBalance BegBalance YearTotal Bt
Last Name, First - 000000853  Admin Analyst/Spcist 12 Mo:00003443 1038 - Admin Analyst/Spclst 12 Mo 1.00 50,000 [1] 10,000 50,000 GF
Last Name, First - 000000887  Sr Budget Analyst:00002945 5284 - Sr Budget Analyst 1.00 50,000 [1] 50,000 GF
Last Name, First - 000002158  Budget Analyst: 00003555 5287 - Budget Analyst 1.00 50,000 [1] 50,000 GF

After “Save” is selected, a rule is executed and displays that it has completed. Additionally, three things
happen:

e Salary Adjustment number is saved

e The “Confirmed” field shows as orange to signal that confirmation is needed to accept the salary
adjustment

e Total Salary is updated with the new number

Position FTE Base Salary Gsl Salary Merit Amount Confirmed Total Salary Grade
Adjustments
YearTotal YearTotal YearTotal BegBalance BegBalance BegBalance YearTotal BegBalance
1.00 50,000 0 10,000 60,000 GR_1

VACATE AN EXISTING POSITION

Note: The most direct method of entry will be used for this section. Additional navigations can be
utilized to get to the same form, including right-clicking from the Budget Overview section.

To access the position roster, navigate to the “Budget Compensation” icon.

Select the first vertical tab: L

Any of the three forms can be used for roster modifications: Department Roster, Department Roster by
User Variable, and Department Roster by Job Code.
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Right-click on a desired position member. Within the menu, select “Manage Position...”->"Vacate

Position”.

Department Roster | Department Roster by Us

Planner: Department Rostel

fears Scenario

FY19 Bud

Department

6020-BUDGET_ADMIN

Last Name, First- 000000853 | Admin Analyst/'Spclst

Last Name, First- 000000887  Sr Budget Analyst:00i
Last Name, First- 000002158  Budget Analyst:00003
Last Name, First- 000003082  Administrator [:00002
Last Name, First- 000003976  Cnfdntl Admin Suppo
Last Name, First- 000005606  Administrator [ii:0000
Last Name, First- 000006154  Administrator [:00005
Last Name, First- 000006730  Admin Analyst'Spclst
Last Name, First- 000006811  Sr Budget Analyst:00
Reviewed Positions

Requested Positions

+
i

Ci

=

Y

Funding Navigation...

Roster Navigation...

Manage Position. ..

Manage Requests...

Edit

Adjust
Supporting Detail
Change History
Lock/Unlock Cells
Filter

Sort

Analyze

New Ad Hoc Grid

Show Reasons for Read-Only Cells

-

-

-

-

Salary Adjustments

[E1 Vacate Position
(&4 Fill Position

(g1 Add Employee Assignment

1.00 50,001
1.00 50,001
1.00 50,00
Mo 1.00 50,001
1.00 50,001
1.00 50,00
o 1.00 50,001
1.00 50,001

A warning box will appear to confirm that the vacancy should occur. Select “OK” to continue or “Cancel”

to exist.

Launch Confirmation Message

Existing employee details will be cleared.

Cor Lo

Confirm that the position and employee selections are the desired members. Note: These will match the
Employee/Position appointment that was right-clicked.

Select “Launch”.

A message will appear to say that the rule was successful. If it was not, check the “Jobs” section.
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@ Information
WPLN: Planner - Yacate Position was successful.

All data, inclusive of funding, will be moved. In this case, all data was moved from the selected
employee of “Last Name, First — 000000853” to Vacant. The data for the existing employee has been
cleared, and a Vacant line now shows on the roster.

Note: If salary needs to be changed, use the Salary Adjustment column.

Department Roster | Department Roster by User Variable | Department Roster by Job Code | Salary Adjustments

Planner: Department Roster @

‘fears

FY19

Last Mame, First -
Last Mame, First -
Last Name, First -
Last Mame, First -
Last Name, First -
Last Mame, First -
Last Mame, First -
Last Name, First -

Vacant

Scenario

Bud

000000887
000002158
000003083
000003976
000005606
000006154
000006790
000006811

Reviewed Positions

Requested Positions

Depariment
6020-BUDGET_ADMIN _& OPER._OFFICE

Sr Budget Analyst:00002946
Budget Analyst: 00003555
Administrator 1200002288

Cnfdntl Admin Support 12 Mo:00003974

Administrator li:00003534
Administrator 1200005035

Admin Analyst/Spclst 12 Mo:00008941
Sr Budget Analyst:00006344

Admin Analyst/Spclst 12 Mo:00003443

FILL AN EXISTING POSITION

5284 - Sr Budget Analyst

5287 - Budget Analyst

3318 - Administrator |

1176 - Cnfdntl Admin Support 12 Mo
3306 - Administrator [l

3318 - Administrator |

1038 - Admin Analyst/Spclst 12 Mo
5284 - Sr Budget Analyst

1038 - Admin Analyst/Spclst 12 Mo

Position FTE

‘YearTotal

1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00

Base Salary

YearTotal
50,000
50,000
50,000
50,000
50,000
50,000
50,000
50,000
50,000

GSl

YearTotal

Salary
Adjustments

BegBalance

= = e = 8 = =5 =

Merit

Begt

Note: The most direct method of entry will be used for this section. Additional navigations can be
utilized to get to the same form, including right-clicking from the Budget Overview section.

To access the position roster, navigate to the “Budget Compensation” icon.
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Select the first vertical tab: L

Any of the three forms can be used for roster modifications: Department Roster, Department Roster by
User Variable, and Department Roster by Job Code.

Right-click on a desired vacant position member. Within the menu, select “Manage Position...”->"Fill
Position”.

ﬁ:‘ Department Roster | Department Roster by User Variabf = djustments
—  Planner: Department Roster @ Funding Navigation... ,
Vears Scenario Depariment Roster Navigation. .. 3
FY19 Bud 6020-BUDGET_ADMIN. & OPH N
Manage Position_.. *| [y vacate Position
&l
Manage Requests... *| [ Fill Position
Edit = : K
Last Name, First- 000000887 [Sr Budget Analyst:00002946 Add Employee Assignment
Last Name, First - 000002158 Budget Analyst:00003555 Adjust 4 1.00 50,000
Last Name, First- 000003083  Administrator 1:00002888 . ) ) 1.00 50,000
= Supporting Detail
Last Name, First- 000003976  Cnfdntl Admin Support 12 Mo:0 1.00 50,000
Last Name, First- 000005606  Administrator li:00003534 & change History 1.00 50,000
Last Mame, First - 000006154  Administrator 1200005036 Lock/Unlock Cells 1.00 50,000

A warning box will appear to confirm that the vacancy should occur. Select “OK” to continue or “Cancel”
to exist.

Launch Confirmation Message

Vacant details will be removed.
Lo [ oot

Confirm that the position selection is correct. Use member selection to choose the employee that will be
filling the position. Note: The position should be automatically populated based on the right-click
selection.

Note: “Last Name, First — 000000853” has been selected as the target employee in this case.
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Select “Launch”.

A message will appear to say that the rule was successful. If it was not, check the “Jobs” section.

@ Information

W

WPLN: Planner - Vacate Position was successful.

All data is copied from the vacant position to the filled position under Last Name, First — 000000853.
Note: If salary needs to be changed, use the Salary Adjustment column.

=¢ Department Roster | Depariment Roster by User Variable | Depariment Roster by Job Code | Salary Adjusiments

—  Planner: Department Roster @

Years Scenario

FY19 Bud

Last Name, First - 000000853
Last Name, First- 000000887
Last Name, First - 000002158
Last Name, First - 000003083
Last Name, First- 000003976
Last Name, First - 000005606
Last Name, First - 000006154
Last Name, First- 000006720
Last Name, First - 000006811
Reviewed Positions

Reauested Positions

Department
6020-BUDGET_ADMIN._&_OPER._OFFICE

Admin Analyst/Spclst 12 Mo:00003443
Sr Budget Analyst:00002945

Budget Analyst 00003555

Administrator 1100002288

Cnidntl Admin Support 12 Mo:00003574
Administrator li:00003534
Administrator 100005038

Admin Analyst/Spclst 12 Mo:00008941
Sr Budget Analyst:00006344

1038 - Admin Analyst'Spclst 12 Mo
5284 - Sr Budget Analyst

5287 - Budget Analyst

3318 - Administrator |

1176 - Cnfdnil Admin Support 12 Mo
3306 - Administrator |1l

3318 - Administrator |

1038 - Admin Analyst'Spclst 12 Mo
5284 - 5r Budget Analyst

Position FTE

YearTotal

1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00

Base Salary

YearTotal
50,000
50,000
50,000
50,000
50,000
50,000
50,000
50,000
50,000
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ADD EMPLOYEE TO A POSITION

If a position already exists but will need multiple employee assignments for at least part of a year, this
functionality should be utilized.

Note: The most direct method of entry will be used for this section. Additional navigations can be
utilized to get to the same form, including right-clicking from the Budget Overview section.

To access the position roster, navigate to the “Budget Compensation” icon.

Select the first vertical tab: |

Any of the three forms can be used for roster modifications: Department Roster, Department Roster by
User Variable, and Department Roster by Job Code.

Right-click on a desired position member. Within the menu, select “Manage Position...”->”Add Employee
Assignment”.

Complete all prompts as-needed:

e Enter DeptID —represents the owning department that should be driven by the initial right-click

e Enter Employee —represents the new employee to be added to the position

e Enter Position — represents the position to be used that should be driven by the initial right-click

e Enter Job Code — represents the job code to be used that should be driven by the initial right-
click

e Enter Salary — represents the salary of the new assignment to be used

e Enter Funding Department — represents the funding department that will pay, if different than
the owning department

e Enter Fund — represents the fund that will be used to pay the appointment
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WPLN: Planner - Add Employee Assignment

* Enter DeptlD:

* Enter Employee

ooEe

* Enter Position:

* Enter Job Code:

["oP_g020" |%,

- [Em_100000000 | %

"PS_00003443" |

"JC_1038" | %,

Ciana [ o

* Enter salary (based on |50000

FTE) for new position:

* Enter Funding Department: |"DP_6020"

%

* Enter Fund: |FD_NGOO1

%

After the rule completes, both assignments should now exist. In the screenshot below, the assignments
exist as the first and last rows. This is due to the fact that the form is sorted by employee rather than

position.

—_

y Department Roster | Depariment Roster by User Variable | Department Roster by Job Code | Salary Adjustments

‘_ Planner: Department Roster @

fears

FY19

Last Name,
Last Name,
Last Name,
Last Name,
Last Name,
Last Name,
Last Name,
Last Name,

Last Name,

Scenario

Bud

First - 000000853
First - 000000887
First - 000002158
First - 000003083
First - 000003976
First - 000005606
First - 000006154
First - 000006720
First - 000006811

Test Employee: 10000000

Reviewed Positions

Department

6020-BUDGET_ADMIN._&_OPER._OFFICE

Admin Analyst/Spclst 12 Mo:00003443
Sr Budget Analyst:00002946

Budget Analyst: 00003555

Administrator 1:00002888

Cnfdntl Admin Support 12 Mo:00003974
Administrator 1ii:00003534
Administrator 1:00005036

Admin Analyst/Spclst 12 Mo:00003941
Sr Budget Analyst:00006344

Admin Analyst/Spclst 12 Mo:00003443

1038 - Admin Analyst/Spclst 12 Mo
5284 - Sr Budget Analyst

5287 - Budget Analyst

3318 - Administrator |

1176 - Cnfdntl Admin Support 12 Mo
3306 - Administrator 11l

3318 - Administrator |

1038 - Admin Analyst/Spclst 12 Mo
5284 - Sr Budget Analyst

1038 - Admin Analyst/Spclst 12 Mo

Position FTE

YearTotal
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00

Base Salary C

YearTotal Yea
50,000
50,000
50,000
50,000
50,000
50,000
50,000
50,000
50,000
50,000

Should both or one of the employee assignments require only a partial year, the funding option should
be utilized. Right-click on the position with multiple assignments and select “Funding Navigation...”-
>”Funding by Position”. More details on funding modifications can be found in ensuing sections.
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REMOVE EMPLOYEE FROM POSITION AND/OR MODIFY MONTHLY ASSIGNMENTS

Should there be a situation that requires an employee to be removed from a position without being
vacated, the funding option will be utilized.

Note: The employee appointment will still show on the roster with the initial salary for historical
reasons. To note the removal of the employee, use the commentary field on the roster.

To access the position roster, navigate to the “Budget Compensation” icon.

Select the first vertical tab: L
Any of the three forms can be used for roster modifications: Department Roster, Department Roster by

User Variable, and Department Roster by Job Code.

Right-click on either the employee or position member. Select “Funding Navigation...”. If using the
employee, then select “Funding by Employee”. If using position, select “Funding by Position”. In the
example below, the employee was used.
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Department Roster |

Planner: Def

Y

ears Scenario Roster Navigation...

FY19 Bud
Manage Position...

Manage Requests. .

Edit
Last Name, First - 00000
Last Name, First - 00000) Adjust

Last Name, First - 00000

+*
linis

Supporting Detail
Last Name, First - 00000

Last Name, First- 0oopo| @ Change History
Last Name, First - 00000 7l
' Locki/Unlock Cells
Last Name, First - 00000
Last Name, First - 00000| Filter
Last Name, First - 00000| Sort
Test Employee: 1000000
Reviewed Positions W Analyze
Requested Positions 4%  New Ad Hoe Crid

Funding MNavigation...

-

-

-

-

-

ent Roster by Job Code | Salary

[ Funding by Employee
[ Funding by Position

[& Funding by Department

35 - Admin AnalystiSpclst 12 Mo

B4 - Sr Budget Analyst

7 - Budget Analyst

8 - Administrator |

6 - Cnfdntl Admin Support 12 Mo

6 - Administrator 111

8 - Administrator |

38 - Admin Analyst/Spclst 12 Mo

34 - Sr Budget Analyst

35 - Admin AnalystiSpclst 12 Mo [

All funding associated with the employee will show, including the ability to see both an annual view and

monthly.

Department Roster | Department Roster by User Variable | Depariment Roster by Job Code | Salary Adjustments
Planner: Funding by Employee @
Planner: Department Roster > Planner: Funding by Employee

Years Scenario Employee
FY19 Bud Test Employee: 10000000

Working Admin AnalystSpclst 12 Mo:00003443 1038 - Admin AnalystSpcist 12 Mo 6020-BUDGET_ADMIN._&_OPER_OFFICE

=

PR Data Adhoc Form

Funding %

NGO01-GENERAL SUPPORT & STUDENT FEES 1.00 1.00 1.00 1.00 1.00 1.00 1.00

Delete all months that should no longer be used. If deleting for the full year, delete the full data set out
of YearTotal. In this case, all months are removed to prevent any funding from happening for the

selected employee. Select “Save”.

Note: Delete by highlighting one or multiple cells and selecting the “Delete” key. Do NOT hit the

Backspace key.

All funding has now been deleted, removing the assignment from funding.
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Department Roster | Department Roster by User Variable | Department Roster by Job Code | Salary Adjustments

Planner: Funding by Employee ©

Planner: Department Roster = Planner. Funding by Employee

Years

FY19

Scenario
Bud

Employee
Test Employee: 10000000

There are no valid rows of data for this form.

Jul Aug

Breadcrumbs can then be used to navigate back to Planner: Department Roster.

Planner: Funding by Employee ©

Planner: Department Roster = Planner: Funding by Employee

Years

FY15

Scenario Employee

Bud Test Employee: 10000000

Sep

Oct

Enter and submit a comment notifying the specific assignment that was deleted for future reference.

Department Roster | Department Roster by User Variable | Depariment Roster by Job Code | Salary Adjustments
Planner: Department Roster ©

Years Scenaria
FY19 Bud

Last Name, First -
Last Name, First -
Last Name, First -
Last Name, First -
Last Name, First -
Last Name, First -
Last Name, First -
Last Name, First -

Last Name, First -

000000853
000000887
000002158
000003083
000003976
000005606
000006154
000006790
000006811

Test Employes: 10000000

Reviewed Posiiens

Department
6020-BUDGET_ADMIN._& OPER._OFFICE

Admin Analyst'Spelst 12 Mo:00003443
Sr Budget Analyst00002945

Budget Analyst 00003555
Administrator 00002388

Cnidnti Admin Support 12 Wo:00003974
Administrator i:00003534
Administrator 00005036

Admin Analyst'Spelst 12 Mo:00002941
Sr Budget Analyst00006344

/Admin Analyst'Spelst 12 Mo:00003443

1038 -
5284 -
5287 -
3318-
176
3306 -
3318-
1038 -
5284 -
1038 -

Admin AnalystiSpcist 12 Mo
Sr Budget Analyst

Budget Analyst
Administrator |

Cnfdnil Admin Support 12 Mo
Administrator Il
Administrator |

Admin AnalystiSpcist 12 Mo
Sr Budget Analyst

Admin AnalystiSpcist 12 Mo

Position FTE

1.00
100
1.00
1.00
1.00
1.00
1.00
1.00
100
1.00

Base Salary

YearTotal
50,000
50,000
50,000
50,000
50,000
50,000
50,000
50,000
50,000
50,000

YearTotal

e o o o o o 5 o o

Salary Merit Amount Confirmed Total Salary
Adjustments

YearTotal
50,000

50,000
50,000
50,000
50,000
50,000
50,000
50,000
50,000
50,000

Form

=
PRI Data Adhoc
Grade StepiRange Hire Date Comment Field
GR_1 ST0
GR_1 ST0
GR_1 ST_0
GR_1 ST.0
GR_1 ST_0
GR_1 ST0
GR_1 ST.0
GR_1 ST.0
GR_1 ST0
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MODIFY POSITION FUNDING

Any of the forms on the Funding tab can be used to modify funding, and the results will appear in each.
Additionally, roster forms can be utilized with right-click navigations as well. In the examples below, the
Department Funding form has been used.

MODIFY EXISTING FUNDING (INCLUDING REMOVAL)

To access funding, navigate to the “Budget Compensation” icon.

Select the second vertical tab:

Select the “Department Funding” tab if it is not already selected and ensure the proper department
member is selected.
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Department Funding | Employee Funding | Position Funding

Planner: Department Funding ©

Years Scenario Department
FY19 Bud 6020-BUDGET_ADMIN._&_OPER._OFFICE
Funding % Avg Funding Distributed
% Salary
YearTotal ‘YearTotal YearTotal
‘Working Last Name, First- 000000853  Admin Analyst/Spclst 12 Mo:00003443 1038 - Admin Analyst/Spclst 12 Mo NG001-GENERAL SUPPORT & STUDENT FEES 1.00 1.00 50,000
Last Name, First - 000000887  Sr Budget Analyst-00002946 5284 - Sr Budget Analyst NGD01-GENERAL SUPPORT & STUDENT FEES 050 0.50 25,000
NR301-COST RECOVERY 0.50 0.50 25,000
Last Name, First - 000002158  Budget Analyst 00003555 5287 - Budget Analyst NGOD01-GENERAL SUPPORT & STUDENT FEES 1.00 1.00 50,000
Last Mame, First - 000003083  Administrator 1:00002888 3318 - Administrator | MNG001-GENERAL SUPPORT & STUDENT FEES 1.00 1.00 50,000
Last Name, First- 000003976  Cnfdntl Admin Support 12 Mo:00003874 1176 - Cnfdntl Admin Support 12 Mo  NGO001-GENERAL SUPPORT & STUDENT FEES 1.00 1.00 50,000
Last Name, First - 000005606  Administrator li:00003534 3306 - Administrator |1l NGDO01-GENERAL SUPPORT & STUDENT FEES 1.00 1.00 50,000
Last Name, First- 000006154  Administrator 1:00005036 3318 - Administrator | NG001-GENERAL SUPPORT & STUDENT FEES 0.40 0.40 20,000
Last Name, First - 000006790  Admin Analyst/Spclst 12 Mo 00008341 1038 - Admin Analyst/Spclst 12 Mo NR301-COST RECOVERY 1.00 1.00 50,000
Last Name, First - 000006811 Sr Budget Analyst:00008344 5284 - Sr Budget Analyst NR301-COST RECOVERY 1.00 1.00 50,000
Reviewed Positions
Requested Positions
To make an update, either enter the full change into the cell showing by default OR expand out
YearTotal to enter more detailed numbers. In the example below, a 50/50 funding has been modified to
be 75/25 for the full year. Ensure that proper decimals are used when necessary.
Department Funding | Employee Funding | Position Funding
Planner: Department Funding @
Years Scenario Depariment
FY1% Bud 6020-BUDGET_ADMIN._&_ OPER._OFFICE
Funding % Avg Funding Distributed
% Salary
YearTotal YearTotal YearTotal
‘Working Last Name, First- 000000853  Admin Analyst/Spcist 12 Mo:00003443 1038 - Admin Analyst/Spcist 12 Mo MNGO001-GENERAL SUPPORT & STUDENT FEES 1.00 1.00 50,000
Last Name, First- 000000887  Sr Budget Analyst 00002946 5284 - Sr Budget Analyst MNGO01-GENERAL SUPPORT & STUDENT FEES 75 050 25000
MNR301-COST RECOVERY 25 0.50 25,000
Last Name, First - 000002158  Budget Analyst: 00003555 5287 - Budget Analyst NGO01-GENERAL SUPPORT & STUDENT FEES 1.00 1.00 50,000
Last Name, First- 000003083  Administrator 1:00002888 3318 - Administrator | MNGO001-GENERAL SUPPORT & STUDENT FEES 1.00 1.00 50,000
Last Name, First- 000003976  Cnfdntl Admin Support 12 Mo:00003974 1176 - Cnfdntl Admin Support 12 Mo  NGO001-GENERAL SUPPORT & STUDENT FEES 1.00 1.00 50,000
Last Name, First - 0000056068  Administrator li:00003534 3306 - Administrator 11| MNGOD1-GENERAL SUPPORT & STUDENT FEES 1.00 1.00 50,000
Last Name, First- 000006154  Administrator 1:00005036 3318 - Administrator | NGO01-GENERAL SUPPORT & STUDENT FEES 0.40 0.40 20,000
Last Name, First- 000006790  Admin Analyst/Spclist 12 Mo:00008941 1038 - Admin Analyst/Spcist 12 Mo MNR301-COST RECOVERY 1.00 1.00 50,000
Last Name, First - 000006811 Sr Budget Analyst 00006344 5284 - Sr Budget Analyst MNR301-COST RECOVERY 1.00 1.00 50,000
Reviewed Positions

After submitting the data, the Distributed Salary and Avg Funding % are updated based on the new

numbers.
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Department Funding | Employee Funding | Position Funding

Planner: Department Funding @

Years Scenario Department
Fr19 Bud 6020-BUDGET_ADMIN._&_OPER._OFFICE
Funding % ‘Avg Funding Distributed
% Salary
YearTotal YearTotal ‘YearTotal
Working Last Mame, First - 000000853 Admin Analyst/Spclst 12 Mo:00003443 1038 - Admin Analyst/Spclst 12 Mo NG001-GENERAL SUPPORT & STUDENT FEES 1.00 1.00 50,000
Last Mame, First - 000000287  Sr Budget Analyst:00002946 5284 - Sr Budget Analyst NGO001-GENERAL SUPPORT & STUDENT FEES 0.75 075 37,500
NR301-COST RECOVERY 0.25 025 12,500
Last Name, First - 000002158  Budget Analyst 00003555 5287 - Budget Analyst NG001-GENERAL SUPPORT & STUDENT FEES 1.00 1.00 50,000
Last Name, First - 000003083  Administrator 1-00002888 3318 - Administrator | NG001-GENERAL SUPPORT & STUDENT FEES 1.00 1.00 50,000
Last Name, First - 000003976  Cnidntl Admin Support 12 Mo:00003974 1176 - Cnfdntl Admin Support 12 Mo NGO001-GENERAL SUPPQORT & STUDENT FEES 1.00 1.00 50,000
Last Mame, First - 000005606  Administrator li:00003534 3306 - Administrator Il NGO001-GENERAL SUPPORT & STUDENT FEES 1.00 1.00 50,000
Last Mame, First - 000006154 Administrator 1:00005036 3318 - Administrator | NGO001-GENERAL SUPPORT & STUDENT FEES 0.40 0.40 20,000
Last Name, First - 0000067980  Admin Analyst/'Spclst 12 Mo:00008941 1038 - Admin Analysi/Spclst 12 Mo NR301-COST RECOVERY 1.00 1.00 50,000
Last Name, First - 000006811  Sr Budget Analyst:00006344 5284 - Sr Budget Analyst NR301-COST RECOVERY 1.00 1.00 50,000
Reviewed Positions

ADD NEW FUNDING

To access funding, navigate to the “Budget Compensation” icon.

Select the second vertical tab:

Select the “Department Funding” tab if it is not already selected and ensure the proper department
member is selected.
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Jepartment Funding | Employee Funding | Position Funding

Planner: Department Funding ©

Years Scenario Departmeant
FY19 Bud 6020-BUDGET_ADMIN._& OPER._OFFICE
Funding % Avg Funding
%
YearTotal YearTotal
Working Last Name, First - 000000853  Admin Analyst/Spclst 12 Mo:00003443 1038 - Admin Analyst’Spclst 12 Mo NG001-GENERAL SUPPORT & STUDENT FEES 1.00 1.00
Last Name, First - 000000887  Sr Budget Analyst:00002946 5284 - Sr Budget Analyst NG001-GENERAL SUPPORT & STUDENT FEES 0.75 075
NR301-COST RECOVERY 025 025
Last Name, First - 000002158  Budget Analyst:00003555 5287 - Budget Analyst NG001-GENERAL SUPPORT & STUDENT FEES 1.00 1.00
Last Name, First- 000003083  Administrator 200002888 3318 - Administrator | NG001-GENERAL SUPPORT & STUDENT FEES 1.00 1.00
Last Name, First - 000003976  Cnfdntl Admin Support 12 M0:00003374 1176 - Cnfdntl Admin Support 12 Mo  NG001-GENERAL SUPPORT & STUDENT FEES 1.00 1.00
Last Name, First- 000005606  Administrator li:00003534 3306 - Administrator Il NGD01-GENERAL SUPPORT & STUDENT FEES 1.00 1.00
Last Name, First - 000006154  Administrator 200005036 3318 - Administrator | NG0O01-GENERAL SUPPORT & STUDENT FEES 0.40 0.40
Last Name, First - 000006790  Admin Analyst/Spclst 12 Mo:00008941 1038 - Admin Analyst’Spclst 12 Mo NR301-COST RECOVERY 1.00 1.00
Last Name, First- 000006811  Sr Budget Analyst:00006344 5284 - Sr Budget Analyst NR301-COST RECOVERY 1.00 1.00
Reviewed Positions

For a new funding line, right-click on the fund of the line that the new funding line is to be based off. In
this example, a new Cost Recovery line will be added to the first funding line on the screen. Select
“Manage Funding...”->"Add Funding”.

=
Manage Funding... Y [ Add Funding
Funding Navigation... 3
Edit 3
Distributed
Ad]USt . Salary
*=  Supporting Detail veartotal

NGO01-GENERAL SUPPORT &

&

. | |
MGO01-GENERAL SUPPORT & Change History 5 37,500

NR301-COST RECOVERY 12,500

=2

I nekedl Inlnek Mealle

Complete each prompt as needed. In this case, all of the prompts will be the left as-is from the initial
right-click with the exception of Fund. Fund is set to the NR301 fund through the user of member
selection.

Note: If the right-click was made on the incorrect intersection, it will likely be easier to cancel out of the
rule and re-launch with the correct intersection selected.

* Enter Fund: |"FD_NR301" |,

Select “Launch”. The new line is added with a O.
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Distributed
Salary

YearTotal
50,000
37,500
12,500
50,000
50,000
50,000
50,000
20,000
50,000
50,000



YearTotal ‘YearTotal YearTotal

Last Mame, First - 000000853  Admin Analyst/Spclst 12 Mo:00003443 1038 - Admin Analyst'Spclst 12 Mo NGO01-GEMERAL SUPPORT & STUDENT FEES 1.00 1.00 50,000
NR301-COST RECOVERY 0.00 0.00
Last Name, First- 000000887  Sr Budget Analyst:00002946 5284 - Sr Budget Analyst NGO01-GENERAL SUPPORT & STUDENT FEES 0.75 075 37,500

To complete the process, modify the funding to make the total equal to 1.00 / 100%. Select “Save”.

Funding % Avg Funding Distributed
% Salary
YearTotal YearTotal YearTotal
S 50 1.00 50,000
50 0.00
5 0.75 0.75 37.500

Following submission, the data is now showing as fully updated with a 50/50 split funding.

Jepartment Funding | Employee Funding | Position Funding
Planner: Department Funding @

Years Scenario Department

Fy19 Bud 6020-BUDGET_ADMIN._& OPER._OFFICE
Funding % Avg Funding Distributed
% Salary
YearTotal ‘YearTotal ‘YearTotal
Working Last Name, First - 000000853  Admin Analyst/Spclst 12 Mo:00003443 1038 - Admin Analyst/Spclst 12 Mo NG001-GENERAL SUPPORT & STUDENT FEES 0.50 0.50 25,000
NR301-COST RECOVERY 0.50 0.50 25,000
Last Mame, First - 000000887  Sr Budget Analyst-:00002946 5284 - Sr Budget Analyst NGO001-GENERAL SUPPORT & STUDENT FEES 075 075 37,500

MANAGE POSITION REQUESTS

The request process below identifies how to add new position requests. Examples of required position
requests would be net new positions and job code reclassifications.

Note: Vacating and/or modifying employee assignments do NOT require new position request. These
can be done as part of the existing position process.
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Once added, there will be additional steps required by users with additional access to ultimately move
the position into the working budget.

REQUEST NEW POSITION

To access the position roster, navigate to the “Budget Compensation” icon.

Select the first vertical tab: .

Requests can be made in either the roster forms (tab 1) or the request forms (tab 3). For this example,
the first option of roster will be used. This will be the recommended option since there are other
positions setups that can be leveraged to help guide the right-click prompts.

For the example below, the Department Roster has been selected.

Right-click anywhere on the existing form to add a new request. If there are any existing members that
can be utilized, such as Position and Job Code, ensure they are part of the right-click. In the example
below, a net new Administrator position will be added.

Within the right-click menu, select “Manage Requests...”->"Add New Request”. Based on the type of
request, select one of “Add New Position” or “Add Existing Position”. For our net new example, the “Add
New Position” will be used since the position has not been added to HR. For an example like a job code
reclassification, the “Add Existing Position” option would be used since the position already exists but is
being reclassified to a different job code.
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iable | Department Roster by =

Funding Navigation... v
Roster Navigation... »
JPER._OFFICE
Manage Position.. v
GSI Salary Merit Amount Confirmed
anage Requests - "|  Add New Request " (&) Add New Position
Edit [ e .
00003443 1038 - Admin Analyg (&) Delete Request (¢ Add Existing Position
i 5284 - Sr Budget An Adjust *| [ Approve Request
5287 - Budget Analy| - . .
_ = Supporting Detail [4 Set Request to Reviewed
3318 - Administrator|

&

0:00003974 1176 - Cnidntl Admit Change History 0

3306 - Administrat 0

e Lock/Unlock Cells

3318 - Administrator 0
00008941 1038 - Admin Analys Filter 4 0
} 5284 - 5r Budget An Sort 5 0
‘00003443 1038 - Admin Analyq

Q Analyze

&) New Ad Hoc Grid

Show Reasons for Read-Only Cells

-

Complete the prompts as-needed. For an Existing Position, there will be an additional field to choose the
necessary position. If the right-click was made on the desired position, it should show in the prompt field
automatically.

Complete all prompts as-needed:

e Enter DeptlID - represents the owning department of the position

e Enter Employee — represents the employee to be added to the position

e Enter Position (only in Existing) — represents the position to be used

e Enter Job Code —represents the job code to be used

e Enter Position FTE — represents the FTE of the full position

e Enter Salary — represents the salary of the new assignment to be used

e Enter Funding Department — represents the department that will pay the new position
e Enter Fund — represents the fund that will pay the new position
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WPLN: Planner - Request New Single Incumbent 5 m

* Enter salary (based on |5DOOO |
FTE) for new position:
|

S

|"DP_6020"

|
%
"JC_3318" |

* Enter Position FTE |1 |
(distributions will be added
later)

* Enter DeptiD:

* Enter Employee: |EI-;‘I_1000CIDOOO

* Enter Funding Department: |“DP_6020"

* Enter Job Code:

* Enter Fund: |FD_NGO0O1

After launching the business rule, the new position request will be added. If the “New Position” option

was used, a generic identifier will show up. In the example below, “New Single Incumbent 10” was
added under the “Requested Positions” section. If the “Existing Position” option is used, the chosen
position would show along with the full assighnment under “Requested Positions”.

—__

Department Roster | Department Roster by User Variable | Depariment Roster by Job Code | Salary Adjustments

. Planner: Department Roster @

Years Scenario Department
FY19 Bud 6020-BUDGET_ADMIN._&_ OPER._OFFICE

Position FTE Base Salary [e3] Salary Merit Amot

Adjustments
YearTotal YearTotal YearTotal BegBalance BegBalam

Last Name, First - 000000853  Admin Analyst/'Spcist 12 Mo:00003443 1038 - Admin Analyst/Spcist 12 Mo 1.00 50,000 1]
Last Name, First - 000000887  Sr Budget Analyst:00002946 5284 - Sr Budget Analyst 1.00 50,000 0
Last Name, First - 000002158  Budget Analyst- 00003555 5287 - Budget Analyst 1.00 50,000 0
Last Name, First - 000003083  Administrator 1:00002888 3318 - Administrator | 1.00 50,000 0
Last Name, First - 000003976  Cnfdntl Admin Support 12 Mo:00003974 1176 - Cnfdntl Admin Support 12 Mo 1.00 50,000 0
Last Name, First - 000005606  Administrator li:00003534 3306 - Administrator 11 1.00 50,000 1]
Last Name, First - 000006154  Administrator 1:00005036 3318 - Administrator | 1.00 50,000 0
Last Name, First - 000006780  Admin AnalystiSpclst 12 Mo:0000854 1 1038 - Admin Analyst/Spclst 12 Mo 1.00 50,000 0
Last Name, First - 000006811  Sr Budget Analyst:00006344 5284 - Sr Budget Analyst 1.00 50,000 0
Test Employee: 10000000 Admin Analyst/Spclst 12 Mo:00003443 1038 - Admin Analyst’Spclst 12 Mo 1.00 50,000
Reviewed Positions
Requested Positions
Test Employee: 10000000 Mew Single Incumbent 10 3318 - Administrator | 1.00 50,000

If no further data entry needs to occur, the request is now complete (note: a comment within the
comment field is heavily suggested). For further funding, use the right-click navigation to “Funding

4

Navigation...

->”Funding by...” to further add/modify funding the request.

In the example below, a right-click to Position Funding has been selected off of the New Single
Incumbent 10 position. Further funding can then be added as-needed to this form prior to the request

being approved.
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Department Roster | Department Roster by User Variable | Department Roster by Job Code | Salary Adjustments

Planner: Funding by Position @

Planner: Department Roster = Planner: Funding by Position

Vears Scenario Position
F¥19 Bud MNew Single Incumbent 10
Funding % Distributed
Salary
YearTotal YearTotal
Test Employee: 10000000 3318 - Administrator | 6020-BUDGET_ADMIN._& OFER._OFFICE  NGO01-GENERAL SUPPORT & STUDENT FEES 1.00 50,000
Total 1.00 50,000

DELETE NEW POSITION REQUEST
Note: Requests that are still pending can be deleted by the originator. However, they cannot be
removed once set to reviewed and/or approved. At that point, only users with the proper access can

remove.

To access the position roster, navigate to the “Budget Compensation” icon.

&

Requests can be made in either the roster forms (tab 1) or the request forms (tab 3). For this example,
the third option of request forms will be used. This will be the recommended option since it focuses
specifically on the requests at each stage.

Select the third vertical tab:

This form will utilize the VarDepartment user variable to allow for the ability to see all requests under
any level of the department hierarchy.
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Current Requests | Reviewed | Approved

Planner: Requests - In Process ©®

Years Scenario Wersion VarDepartment

FY1% Bud Requested  Administration & Finance
YearTotal
3318 - Administrator |  New Single Incumbent 10 6020-BUDGET_ADMIN._& OPER._OFFICE  Test Employee: 10000000 Mo Fund Total Salary 50,000
Position FTE 1.00
NGO001-GENERAL SUPPORT & STUDENT FEES  Position FTE 0.50
Digtributed FTE 0.50
Funding % 0.50
NR301-COST RECOVERY Position FTE 0.50
Distributed FTE 0.50
Funding % 0.50

” 2

To delete a request, right-click on the desired position. Go to “Manage Requests...”->"Delete Request”.

—‘

Current Requests | Reviewed | App N
—__ Planner: Requests - | Manage Requests... M add New Request ,
Years Scenario Version Funding Navigation... i @I Delete Request
FY19 Bud Requested| -
t_:,} Roster Navigation... Y Approve Request
3318 - Adminisirator | [ New Single Incur) Edit | [y SetRequest to Reviewed [u
Adjust 3
NG00
¥ Ssupporting Detail
& change History
NR30
Lock/Unlock Cells

Filter 3

Confirm deletion and select “OK”.

Launch Confirmation Message
All FTE, salary. and distributions will be deleted. Confirm

to continue.
Cox Lo

Confirm that the selections are as-expected, and execute the rule. Following completion, the request
will be gone from both this screen and all others (roster and funding).
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Current Requests | Reviewed | Approved

Planner: Requests - In Process @

Years Scenario Version VarDepartment

t FY1% Bud Requested  Administration & Finance
)

YearTotal

There are no valid rows of data for this form

VIEW/MODIFY EXISTING REQUESTS
To modify or view requests beyond adding/deleting, navigate to the request process:

Navigate to the “Budget Compensation” icon.

&

Select the third vertical tab:

From this area, utilize the three tabs as-needed to either modify or view where each request is at within
the process. Additionally, right-click navigation to both funding and roster forms will also be available to
simplify any modification process required.

MODIFY POOLED COMPENSATION

MODIFYING EXISTING POOLS

To access pool funding, navigate to the “Budget Other Compensation” icon.
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Use the “Pools” or “Pools by Department Variable” form. In the example below, the “Pools” form has
been used:

Pools | Pools by Department Variable | Natural Account Compensation | Natural Account Compensation (Unsuppressed)

Planner: Pools @

Employee Department
Default Employee 6020-BUDGET_ADMIN,_& OPER._OFFICE

Act Bud
FY19 FY19
YearTotal ‘YearTotal A-July 2-August 3-September 4-October 5-November 6-December T-Ja
1870 - Student Asst  Student Asst.00006746 NGOO01-GENERAL SUPPORT & STUDENT FEES  Distributed FTE 5.00 5.00 5.00 5.00 5.00 5.00 5.00
Distributed Salary 120,000 10,000 10,000 10,000 10,000 10,000 10,000

Make modifications to existing FTE and Salary as needed. Unlike position setups, the pooled
compensation will be entered directly. Both Distributed FTE and Salary should be entered as it would be
expected to be incurred by month. For example, summer assistance would only be expected to occur in
the summer months.

Additionally, FTE is a required entry due to its impact on benefits.
For this example, the pool entry shows that there are expected to be five full-time equivalent student
assistants that will incur 10,000 dollars each month. Note that these five full-time equivalents may

consist of far more than five headcounts, but the FTE is the priority for data entry.

Enter necessary changes and submit data. In the example below, September has been increased to allow
for a higher student assistant budget for the first month of the academic year.

Pools | Pools by Department Variable | Natural Account Compensation | Natural Account Compensation (Unsuppressed)

Planner: Pools @

Employee Department
Default Employse 6020-BUDGET_ADMIN _& OPER _OFFICE
Act Bud
FY19 FY19
YearTotal ‘YearTotal 1-July 2-August 3-September 4-October 5-November &-December
1870 - Student Asst ~ Student Asst:00006746  NGO01-GENERAL SUPPORT & STUDENT FEES  Distributed FTE 5.00 500 5.00 10.00 5.00 500 5.00
Distributed Salary 120,000 10,000 10,000 20,000 10,000 10,000 10,000
1

On submission, data is retained. Additionally, the YearTotal number has increased to 130,000.
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Pools | Pools by Department Variable | Natural Account Compensation | Matural Account Compensation (Unsuppressed)

Planner: Pools @&

Employee Depariment
Default Employee £020-BUDGET_ADMIN._& OPER._OFFICE

Act
FY19
YearTotal YearTotal 1-July 2-August 3-September 4-October 5-Novembe!
1870 - Student Asst ~ Student Asst:00006746 NGO001-GENERAL SUPPORT & STUDENT FEES  Distributed FTE 542 5.00 5.00 10.00 5.00
Distributed Salary 130,000 10,000 10,000 20,000 10,000 10

ADDING POOL FUNDING

To access pool funding, navigate to the “Budget Other Compensation” icon.

Use the “Pools” or “Pools by Department Variable” form. In the example below, the “Pools” form has
been used:

Pools | Pools by Department Variable | Natural Account Compensation | Natural Account Compensation (Unsuppressed)

Planner: Pools @

Employes Department
Default Employee 6020-BUDGET_ADMIN._& OPER._OFFICE

Act Bud
Fy1g FY1g
YearTotal YearTotal 1-July 2-August 3-September 4-October 5-November  6-December 7Ja
1870 - StudentAsst  Student Asst00008748 NGOO1-GENERAL SUPPORT & STUDENT FEES  Distributed FTE 5.00 5.00 5.00 5.00 5.00 5.00 5.00
Distributed Salary 120,000 10,000 10,000 10,000 10,000 10,000 10,000

Right-click off the form to bring up the option to add additional pool funding. Note: Ensure the right-
click is on a line that can be leveraged to assist with prompt selections.

In the example below, the right-click is off NGOO1 since the new pool will be a different position within
the same job code, department, and fund. Select “Add Pool Funding”.
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Pools | Pools by Department Variable | Natural Account Compensation

Planner: Pools @&

Employes Depariment
Default Employee 6020-BUDGET_ADMIN._& OPER._OFFICE

+
linis

&

1870 - Student Asst ~ Student Asst:00006746 | NGDO1-GENERAL SUFFORT & §

=

Add Pool Funding
Edit

Adjust
Supporting Detail
Change History

Lock/Unlock Cells

id)

Use the member selection to update any necessary field changes. Select “Launch” once complete. In this

example, Pool ID 00005383 has been selected.

The pool has now been added with all 0’s. The row is now available for modification.

Pools | Pools by Department Variable | Natural Account Compensation | Natural Account Compensation (Unsuppressed)

Planner: Pools ©

Employes Department
Default Employes 6020-BUDGET_ADMIN _&_OPER._QFFICE

1870 - Student Asst  Student Asst:00006746 NGO01-GEMERAL SUPPORT & STUDENT FEES

Student Asst:00005383 NGO001-GENERAL SUPPQRT & STUDENT FEES

DELETING POOL FUNDING

Distributed FTE
Distributed Salary
Distributed FTE
Distributed Salary

Act
FY19

YearTotal ‘YearTotal
542

130,000
0.00
0

1-July

5.00
10,000
0.00

2-August
5.00
10,000
0.00
0

3-September 4-October
10,00 5.00
20,000 10,000
0.00 0.00

o

To delete pool funding, follow the section “MODIFYING EXISTING POOLS”. Rather than changing/adding,
use the “delete” key to remove data from all cells. Save the altered data to see the row(s) removed.

Note: If actuals are driving a row, it cannot be deleted.

MODIFY GL COMPENSATION
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MODIFY EXISTING GL COMPENSATION

To access GL Compensation funding, navigate to the “Budget Other Compensation” icon.

Use the “Natural Account Compensation” to enter data based on suppressed rows. These rows will show
any data that exists within the working budget, actuals, or revised budget. Update the department
selection accordingly.

FPools | Pools by Department Variable | Natural Account Compensation | Natural Account Compensation (Unsuppressed)

Planner: Natural Account Compensation @

Depariment

6020-BUDGET_ADMIN._& OPER._OFFICE

Act RvBud RvBud Bud
FY18 FY19 FY19
YearTotal YearTotal YearTotal YearTotal
NGO001-GENERAL SUPPORT & STUDENT FEES  602001-Gf Workstudy On Camp 80,000 20,000 10,000

Enter into the Bud column via YearTotal or monthly (using the + expansion). After each bulk of entries,
submit the data. Data submitted via this form will be updated on the 30-minute (7AM-11PM PST)
window.

ADD NEW GL COMPENSATION

To access GL Compensation funding, navigate to the “Budget Other Compensation” icon.
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If an intersection does not yet exist, either:

1. Right-click on the selected Fund/Account (if exists) and select “Add GL Compensation Lines” OR
2. Select the “Natural Account Compensation (Unsuppressed)” option

Both options will lead to the same form. To navigate back to the suppressed form, either use the
breadcrumbs from Step #1 or select back on the original form if Step #2 is used.

BUDGETING FOR OPERATING EXPENSES & TRANSFERS

Note: The most direct method of entry will be used for this section. Additional navigations can be
utilized to get to the same form, including right-clicking from the Budget Overview section.

To budget all non-compensation expenses in addition to miscellaneous items such as transfers, select
the Budget OpEx and Revenue icon.

Budget OpEx and
Revenue

If not selected already, choose the All Budget Expenses tab.

At this step, all history and current data driven intersections will appears for the selected
Fund/Department combination:
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All Budget Expenses | Program Revenue | All Budget Expenses (Unsuppressed) | Program Revenue (Unsuppressed)

Planner: All Budget Expenses @

Fund Department
NGO01-GENERAL SUPPORT & STUDENT FEES 6020-BUDGET_ADMIN._& OPER._OFFICE
YearTotal ‘YearTotal ‘YearTotal YearTotal
Act RvBud Bud Bud
Final Final Final Waorking
FY 18-19 FY 19-20 FY 19-20 FY 19-20
All Programs All Programs All Programs Mo Program
6504080-Other Communications 10,000 5,000
= Communications 10,000 5,000
606001-Travel In State 80,000 10,000
= Travel 80,000 10,000
513001-Contractual Services 10,000
=l Contractual Services 10,000
G516002-1/T Hardware Capital 10,000
5168021t Hardware Non-Capital 10,000 10,000
=1t Costs 10,000 20,000
617001-Serv From Other Fund 120,000 10,000
=l Services From Other Fnds Agncy 120,000 10,000

If a different Fund/Department combination is needed, use the member selection to change one or
both. Reminder: Reference the Member Selection section as a guide in making member selections.
Make all necessary changes and ensure to select “Save” prior to leaving the form. All data will be

consolidated on-save.

If an intersection does not yet exist, either:

1. Right-click on the selected Fund/Department (if exists) and select “Add OpEx Lines” OR

2. Select the “All Budget Expenses (Unsuppressed)” option

Both options will lead to the same form. To navigate back to the suppressed form, either use the

breadcrumbs from Step #1 or select back on the original form if Step #2 is used.
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ADDITIONAL INSTRUCTIONS

TRANSFER A POSITION TO A DIFFERENT DEPARTMENT

In order to move a position (and the associated employee) to a different department there are a few
steps you will need to follow but to summarize those steps first you will need to:

1. Vacate the position in the current dept

2. Fill an existing position and change the Dept ID in the dialog box (keeping the position as vacant
for now)

3. Inthe dept the the position is transferring to the position will need to be Reviewed and
Approved in PBCS to be moved

4. You will then fill the position with the employee

The following are the step by step instructions:

In the Department Roster Form select the position you want to move to another department. Write
down the Employee ID, Position Number and Salary of the employee before proceeding as you will need
that information in future steps. Once you have highlighted the position, right click to “Manage
Position” then “Vacate Position”

RS y s e e e

Funding Navigation... »

Department Roster | Departmg er by Job Code | Salary Adjustments
»

Roster Navigation...
Planner: Departmg

=

Manage Position... [2 Vacate Position

Years Scenario Deparf] .
FY20 Bud 6240 Manage Requests... | ) Fill Position 4 i
Edit » QI Add Employee Assignment  fition FTE Base Salary
Adjust »
YearTotal YearTotal
|W *2  Supporting Detail 0 - Custodian 0.5 16,666
P T Y 0 - Cuatadian 050 18 102

The below prompt will appear. Click “OK”
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Launch Confirmation Message

Existing employee details will be cleared.

Verify that the Employee and Position info is correc to Vacate and click “Launch”

WPLN: Planner - Vacate Position 5
* Enter Employee: |"EM_91 8832348" |?l;I- * Enter Position: |"PS_00008175" |I?l;l-

You should then see the below it vacating was successful. Click “OK”

Department Roster by Job Code | Salary Adjustments

@ Information

WPLN: Planner - Vacate Position was
successful.

In the same Department Roster Form you are in, scroll down towards the bottom to see the Vacant
Positions and find the one you just vacated. Highlight the position and right click “Manage Requests”
then “Add New Request” then “Add Existing Position”

60| Page



rFianner. vepdarumnert Kosier =

Years
FY20

Vacant

Scenano Department
Bud 6240-CUSTODIAL_SERVICES

T I R

Custodian:00006939
Custodian:00004874
Custodian:00005118
Custodian:00004153

it

Custodian:00008175

@

Custodian:00008178

@

Funding Navigation

Roster Navigation...

Manage Position...

Manage Requests..

Edit
Adjust
Supporting Detail

Change History

- 7 fe] Data Ad hoc Format

Base Salary GSI Salary Merit Amour
Adjustments

3
Add New Request Y Qj Add New Position

3
[ Delete Request [ Add Existing Position

@j Approve Request

2 set Request to Reviewed

.50 18,102

The below dialog box will appear. Change the “Enter DeptID” and “Enter Funding Department” to the
new Dept ID for the position. Take a moment to verify the other areas and also fill in the Salary and
Fund information. As a reminder you will enter in Fund information by clicking on the “Member
Selector” icon next to the box.

ena

“ WPLN: Planner - Request Existing Single Incumbent &

* Enter DeptID: |"DP_6240"

* Enter Position: |"PS_00008175" |?!?-
* Enter Job Code: |"JC_2010" |?!?-
* Enter Employee: ["EM_VACANT" |?!?-

In this example | am moving this position to Dept 6235. Click “Launch”

WPLN: Planner - Request Existing Single Incumbent a
|

ter DeptlD: |DP_6235

%

* Enter Job Code: ["JC_2010" | %,

* Enter Position: |"PS_0U00UBT/S

* Enter Employee: ["EM_VACANT" |5

\d
N
* Enter Position FTE |1 |
(distributions will be added nc
later)
* Enter salary (bg
FTE) for newposition:
* Enter Funding Dgpartment: |"DP_6240"
* Ente : |
er
* Enter Position FTE |1
(distributions will be added n

FTE) for pfew position:

ased on |16686

* Enter Funding Department: |DP76235 |?q.l_

You should then see the below dialog box and click “OK”

- |FD_NG001

6l|Page



SERVICES -

ese Salary
@ Information

WPLN: Planner - Request Existing Single Incumbent was successful.

earTotal
[ A= 1 N PRV LAV m i ' 1w

Sustodian:( 49,404

dian:00004683 2010 - Custodian 1.00 36,204

You will still see that Vacant Position in this roster but once all the steps are completed in the process
then this position will not be seen here.

Next, change the DeptID on this form to the dept in which you’ve moved the position to. Don’t forget to
click the arrow button to have the form change to a different dept.

Department Roster | Department Roster by User Variable | Department Roster by Job Code | Salary Adjustments

. Planner: Department Roster ©

Years Scenario Department
FY20 Bud 6235-GROUNDS MAINTENANCE

Position FTE alary

YearTotal YearTotal

@, TNy = o ivooTuT LELYERVIVIT TERVIVIVIVE, [OIVE J PAVELVE RVIVE VI TY) FRVIV) o,

Once the dept has changed in the form scroll to the bottom of the list and find the position.

. A=)
Planner: Department Roster @ )
Years Scenario Department S ‘I:}
FY20 Bud 6235-GROUNDS_MAINTENANCE s

Position FTE Base Salary GSI
YearTotal YearTotal YearTotal
Vacant Irrigation Specialist:00004863 0735 - Irrigation Specialist 1.00 42,024

Reviewed Positions

Reguested Positions

Vacant Custodian:00008175 2010 - Custodian 1.00 16,686

0748 - Tree Trimmer Il 1.00 53,000
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As the position is Vacant and under “Requested Positions” you will need to have your Cabinet Budget
Officer “Set the Requet to Reviewed” as shown in the below screen. Your cabinet budget officer will
either find the position in the same Departmen Roster Form that you are viewing or they can go to the

Requests icon L Highlight the position and right click and “Manage Requests” then “Set Request to
Reviewed”

Roster Navigation... 4
Bud
Comper »
Manage Position... »
Jepartment Roster | Department Roster by User Variable | Manage Requests... 4 Add New Request »
Planner: Department Roster © Edit ' @) Delete Request
Years Scenario Department Adjust b L‘EI Approve Request q
FY20 Bud 6235-GROUNDS_MAINTENANCE
+= c .
= Supporting Detail ) Set Request to Reviewed
@ change History
- lal YearTotal YearTotal
8  Lock/Unlock Cells
Groundsworker:0000! 1.00 40,260
Gardening Specialist: Filter » 1.00 48,684
Tree Trimmer |i:00003 1.00 51,660
Sort »
Vacant Irrigation Specialist:0 1.00 42,024
Reviewed Positions '@ Analyze
Requested Positions
%) New Ad Hoc Grid
Vacant Custodian:00008175 1 | 16,686
New Sinale Incumben Show Reasnns for Read-Onlv Cells 1.00 53.000

Then the Budget Office will have to set the request to Approved. Once that is completed the vacant
position will now be listed outside of the Requested or Reviewed categories.

Planner: Department Roster ©

Years Scenario Department
FY20 Bud 6235-GROUNDS_MAINTENANCE
Position FTE Base Sal
YearTotal YearTot
Roque Carranza, Gerardo - 918830619 Groundsworker:00009382 0731 - Groundsworker 1.00
Sommers, Frederick - 913023350 Gardening Specialist:00003813 0745 - Gardening Specialist 1.00
Torres Mendoza, Juan - 900018254 Tree Trimmer li:00002553 0748 - Tree Trimmer Il 1.00
Vacant Irrigatie :00004863 0735 - Irrigation Specialist 1.00
Custodian:00008175 2010 - Custodian 1.00
Reviewed Positions
Requested Positions
Vacant New Single Incumbent 23 0748 - Tree Trimmer Il 1.00
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Highlight the position and right click and select “Manage Postiion” then “Fill Position”

Planner: Department Roster © g |
@
vears Scenario Department Funding Navigation... > N Q r
Y20 Bud 6235-GROUNDS_MAINTENANCE s
Roster Navigation... 2
Base Salary GSlI Sal
. Adjust
Manage Position... " &y Vacate Position
BegBz
Manage Requests... 4 i iti
Roque Carranza, Gerardo - 918830619 Groundsworker:00009382 < % @I Fill Position
Sommers, Frederick - 913023350 Gardening Specialist:00003 Edit 3 QI Add Employee Assignment
Torres Mendoza, Juan - 900018254 Tree Trimmer li:00002553
Adjust 2
Vacant Irrigation Specialist:000048| 0 42,024
Custodian:00008175 % Supporting Detail I 16,686

Reviewed Positions

& Change History
Requested Positions
Vacant New Single Incumbent 23 [ﬁ Lock/Unlock Cells 0 53,000
Filter 4
Click “OK”
VAINTENANCE o

Launch Confirmation Message
Vacant details will be removed.

rigation Specialist:00004863 0735 - Irrigation Specialist 1.00 42,024

The below screen will appear. You will now change the Employee ID by clicking on the Member Selector

WPLN: Planner - Fill Position S
* Enter Employes: ["EM_VACANT" U= * Enter Position: |"PS_00008175" |5,
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You can type in the employee ID number then hit “Enter” on your keyboard. Then select the Employee
ID and click “OK”.

Select a Member OO o« [ cancel

Employee
EM_VACANT

918832349 =
Employee EM_ALL
EM_ALL > EM_EXISTING_DEFAULT

¥ EM_VACANT

Once you see the employee ID populated you will then click “Launch”

You should then see the Employee now listed in the Position with the Salary and FTE associated in your
Department Roster.

USRal UGl RUDLE] | USPAIUSHL NMUDLST WY UDT Vallauis | USRPalUulg it NUSLST By JUK LUUS | Daldly AUjudU NS i

Planner: Department Roster @ i

Years Scenario Department e {:}
FY20 Bud 6235-GROUNDS_MAINTENANCE
Position FTE Base Salary GSI
YearTotal YearTotal YearTotal
Aasic BRI Custodian:00008175 2010 - Custodian 1.00 16,686
B D e Lead Groundsworker:00002988 0726 - Lead Groundsworker 1.00 58,284

ADDING INCREMENTAL FTE AND SALARY TO AN EXISITNG POSITION

There might be instances where the position’s FTE and Salary are less than what the amount is currently.
For example, if your Dept Roster shows that for a position the FTE is .4 but that position is currently at .6
FTE. In order to add the incremental amount for FTE AND Salary you can follow the below steps. If the
FTE is the correct number then you will only need to add a Salary Adjustment to the position and will
NOT need to follow all of these steps.

In your Department Roster form highlight the position you would like to add the incremental FTE and
Salary to. Be sure to write down on a piece of paper the Employee ID, Job Code, Position Number, etc
before continuing. Right click and go to “Manage Requests” then “Add New Request” then “Add Existing
Position.”
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Funding Navigation...
Department Roster | Departmen

Planner: Departmer

Roster Navigation...

Manage Position...

Years Scenario Departmd

FY20 Bud 6240-C Manage Reguests...
Edit
Adjust

It

Supporting Detail

&

Barrio:

Change History

Fhan Vanmid 0468474429

3
by Job Code | Salary Adjustments

-

-

Muatadian

=
y .C’.
*|  AddNew Request *| (& Add New Position
GSlI
() Delete Request [y Add Existing Position
QI Approve Reguest ErTotal YearTotal YearTc
0.50 e
L‘al Set Request to Reviewed 1.00 0
- Custodian 0.5 | >

A RN 49 40"

The below screen will display. Confirm that the populated areas are correct and then populate the
“Enter Position FTE” and “Enter Salary” for the total amount of both that you want to add. Also select

the “Fund.” Then click “Launch.”

WPLN: Planner - Request Existing Single Incumbent

* Enter DeptlD: |"DP_6240"

* Enter Position: |"PS_00004592"

* Enter Job Code: |"JC_2010"

"EM_916424488"

* Enter Employee:

If successful the below dialog box will appear.

@ Information

* Enter Position FTE]
(distributions will be added'
later)

* Enter salary (based on
FTE) for new position:

* Enter Funding Department:

* Enter Funfi|

O

WPLN: Planner - Request Existing Single Incumbent was successful.

3

(v [ o
S N

"DP_6240"

.
L )

1%

If you scroll down to the bottom of your Dept Roster Form you should see the FTE and Salary added
under the Requested Positions category. You will now need to have your Cabinet Budget Officer “Set
the Request to Reviewed.” Once that is complete the Budget office will Approve the request and then it

will be reflected in your Dept Roster Budget.
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ZERO FTE AND SALARY FOR A POSITION

In order to zero out dollars associated with a position you will need to zero out the Salary and also the
Distributed FTE. Zeroing out both is important as you will want to make sure the benefits associated are
also zeroed out and benefits calculations are driven by the salary input and the Distributed FTE input.

In the Department Roster Form you will first adjust the salary in the Salary Adjustment column to zero
out the salary. Then click “Save” You have now adjusted the salary to be zero. To zero out the
Distributed FTE you will then follow the next step.

Department Roster  Department Roster by User Variable  Depariment Roster by Job Code  Salary Adjusiments
Planner: Department Roster @

Years Scenario Department
FY20 Bud 6240-CUSTODIAL_SERVICES

Position FTE Base Salary GSI Salary Merit Amount Confirmed To
Adjustments

YearTotal YearTotal YearTotal e BegBalance ¥

Au, u Custodian:0000: M 2010 - Custodian 0.50 18,102 18,102
—_—

In the Dept Funding Form, for that same position/employee you will then type in a “0” in the Funding %.
Do not leave it blank but instead type in “0”. Then click “Save” You have now zeroed out the
Distributed FTE.

E}’ﬁ Department Funding ~ Employee Funding ~ Position Funding

Planner: Department Funding @
Years Scenario Department
FY20 Bud 6240-CUSTODIAL_SERVICES

Funding % Avg Funding Distributed
% Salary

YearTotal YearTotal ‘YearTotal

Working Au, _ Custodian:0000 2010 - Custodian NGO01-GENERAL SUPPORT & STUDENT FEES 1.00 18,102
]

BUDGETING FOR FACULTY EARLY RETIREMENT PROGRAM (FERP)

In PBCS, some of the FERPs are listed with 1.00 FTE although their appointment should only be 0.50
since they work for only one semester. In order to adjust this for budgeting, please change the funding
percentage from 1.00 to 0.50. This will adjust the distributed FTE from 1.00 to 0.50 and reflect in the
Department Roster Report.

1. Click on Funding icon on the left vertical menu on the Budget Compensation form/page

67 |Page



Department Roster  Department Roster by User Variable

Planner: Department Roster ©

Scenario
Bud

Years
FY20

Department
3490-CREATIVE_WRITING

Chai, May-Lee - 901500254
Chernoff, Maxine - 900011806

Instr Fac Ay:00001391
Instr Fac Ay:00002005

2.

Department Funding  Employee Funding  Position Funding

Planner: Department Funding ©

Years Scenario Department

FY20 Bud 3490-CREATIVE_WRITING

Working Chai, May-Lee - 901500254 Instr Fac Ay:00001391
Chernoff, Maxine - 900011806 Instr Fac Ay:00002005

Budget Review

Department Roster by Job Code

©

Change funding % from 1.00 to 0.50 on the employee/position line

Budget Budget OpEx and Budget Other Budget Reports Jobs
Compensation Revenue Compensation
Salary Adjustments * Vacancy Initial vs Working
Position FTE Base Salary GSI Salary
FERP should Adjustments
be at 0.5
YearTotal YearTotal YearTotal BegBalance
2360 - Instr Fac AY \ 100] "l
2360 - Instr Fac AY' 1.00 | |
- |
Adjusted funding % Funding % Avg Funding Distributed
from 1.00 to 0.50. This % Salary
wil ag_uEs l';llglgguled ¥ YearTotal YearTotal YearTotal
2380 - Instr Fac AY NGOD1-GENERAL SUPPORT & STUDENT FEES 1.00 1.00 808
2360 - Instr Fac AY NGOD1-GENERAL SUPPORT & STUDENT FEES 050 050 544

3. Go to the Department Roster Report to check

P/L Budget Report  P/L Budget Division Report

Department Roster

File Format HTML

Years
FY20

Scenario
Bud

Department
DP_3480

HTML Preview v

Department Roster Act vs Bud

NGOO1-GENERAL SUPPORT Chai. May-Lee -

3490-CREATIVE_WRITING ‘& STUDENT FEES 9015
NGO001-GENERAL SUPPORT Chernaff. Maxine -

3480-CREATIVE_WRITING & STUDENT FEES 11806

Department Roster

FTE at 0.50

00254 Instr Fac Ay:00001391

9000

San Francisco State University

Instr Fac Ay 00002005 2360 - Instr Fac AY

FIXING ZERO FTE AND ZERO SALARY ON SINGLE INCUMBENT POSITION

A position may display with zero FTE and zero salary in the Department Roster for Single
incumbent. This is due to that the position has not been used. In order to fix this, Add Existing Position
is recommended. This process will go through the approval steps.
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Department Roster
Salary Benefits  Tax Total Comp
2360 - Instr Fac AY 100 808 934 6411 153
0.50 544 430 4,555 529



1. Right click on the position with zero FTE and zero salary, select Manage Requests=>Add New
Request—>Add Existing Position

2. Populate the fields required and Launch

3. Once Request is fully approved, it will be added to the Working Budget

1. Right click on the position with zero FTE and zero salary, select Manage Requests=>Add New
Request—>Add Existing Position

Department Roster  Department Roster by User Variable  Department Roster by Job Code  Salary Adjusiments = Vacancy Initial vs Working

Planner: Department Roster @

Years Scenaric Department Position#
FY20 Bud 4015-AVP_& DEAN_OF_STUDENTS 00009888
showed zero
FTE and Base Position FTE Base Salary
Salary
YearTotal YearTotal
Vacant Administrator 1i:00002813 3306 - Administrator 11 1.00 82,740
Ssp 11:00009888 3082 - SSP I ’ ID

SESTATE TEST Planning and Budgeting Cloud: SFSU
Funding Navigation,

Raster Navigation

Manage Position

do e
Manage Requests. Add New Reguest » [ Add New Position
Edit * [ g
Department Roster Department Roster by User Variable Department F ; Q' Belete Reguest QI ficd Exsting Fosition
Adjust * [ Approve Request
Planner: Department Roster @ %2 Supperting Detail [ Set Request to Reviewed
Years Scenario Department &  cChange History
FY20 Bud 4015-AVP_& DEAN_OF_STUDENTS
s OB f  LockUnlock Celis
Filter > E Base Salary GSI Salary Merit 4
Adjustments
Sort »
YearTotal YearTotal BegBalance BegB
Vacant Administrator 1i:00002813 ‘\’ Analyze 1.00 82,740
Ssp 1100009888 ) NewAd Hoc Grid | 2
P
Reviewed Positions Show Reasons for Read-Only Cells

Requested Positions
[&  Predictive Planning

2. Populate the required fields and Launch
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WPLN: Planner - Request Existing Single Incumbent

| )
“ . [ i g * Enter Position FTE
Enter DeptiD:  "DP_4015 T (distributions will be added 1
o later)
* Enter Position: "PS_00009888" o= * Enter salary (based on p—
: FTE) for new position:
* Enter Job Code: "JC_3082" E?—‘_. I
* Enter Funding Department: "DP_4015" a *Eft
* Enter Employee: "EM_VACANT" ‘ﬂ;‘a' , . Fund
* Enter Fund: | FD_NGO001| e
Populate all required fields then click Launch
3. Once Request is fully approved, it will be added to the Working Budget
Department Roster  Department Roster by User Variable  Department Roster by Job Code  Salary Adjustments * Vacancy Initial vs Working
Planner: Department Roster @ Position#0009888 is in the Requested
Positions queue. Once the position go
Years Scenario Department through the approval steps, the position
FY20 Bud 4015-AVP_& DEAN_OF_STUDENTS will replace the existing values.
Position FTE  Base Salary sl
YearTotal YearTotal YearTotal
Vacant Administrator li:00002813 3306 - Administrator IIl 1.00 82,740
Ssp 1i:00009888 3082 - 3SPII 0
Reviewed Positions
Requested Positions
Vacant Ssp 1i:00009888 3082 - SSP Il 1.00 50,000
—
Department Roster  Depariment Roster by User Variable  Depariment Roster by Job Code  Salary Adjustments 2 Vacancy Initial vs Working
Planner: Department Roster @
Position#00009888 has been fully approved
Years P Department and dlsplay_ed as part of the Working
FY20 Bud 4015-AVP_& DEAN_OF STUDENTS Budget with FTE and Base Salary
Position FTE Base Salary GSI
YearTotal YearTotal YearTotal
Vacant Administrator li:00002813 3306 - Administrator Il 1.00 82 740
Ssp 1:00009888 3082-SSP 1l 1.00 50,000

Reviewed Positions

Requested Positions
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SECTION 3: NAVIGATION OVERVIEW — CYP (CURRENT
YEAR PROJECTION)

CYP OVERVIEW

The Current Year Projection (CYP) module in PBCS will be used for the financial forecast the campus will
conduct throughout the year. This module is very similar to the Budget Module but with a few
differences that will be described in the following sections.

To provide a guided approach through the completion of CYP, a specific “Navigation Flow” has been
created as shown below. By selecting the “CYP” icon, a series of nested icons will be displayed. To start
with the navigation flow, select the “CYP Review” icon.

Note: Once comfortable with the capabilities of each icon, any of the icons can be selected to launch the
CYP flow.

Note: If an error shows on opening, refer to the “INITIAL SETUP” section to set user variable
preferences.

Budget CYP Daily Reparts
CYP Review : CYP Compensation CYP OpEx and CYP Other
Revenue Compensation
CYP Reports

Once opened, the same icons will show across the top for easy access. A definition of each is provided
below:

CYP Review  CYP Compensation CYP OpEx and CYP Other CYP Reports
Revenue Compensation
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o CYP Review
o Displays read-only forms that can be used to review and/or launch into more detailed
forms
o Note: “Launch forms” are summary forms that allow for right-click navigation to
detailed forms for specific data entry
e CYP Compensation
o Contains the process to maintain Single Incumbent positions ONLY
o Note: Entries in this process will utilize the 30-minute schedule (7AM-11PM PST) to
update data in the “CYP Review” section
e CYP OpEx and Revenue
o Includes standard forms for both non-compensation expenses and revenue by program

o Note: Entries in this process will be updated on-save to update data in the “CYP Review”
section
e CYP Other Compensation
o Contains the remaining compensation processes outside of single incumbents, including

pools and natural accounts (i.e. overtime)

o Note: Entries in this process will utilize the 30-minute schedule (7AM-11PM PST) to
update data in the “CYP Review” section

e CYP Reports

o Contains financial reports to offer canned, formatted reports

o Note: These reports are meant to be quick, formatted reports that can be opened in
PDF, HTML, or Excel; they are NOT meant to act as interactive dashboards nor as
“launch forms” similar to those in “CYP Review”

CYP Terminology

TERM DEFINITION

CYP Current Year Projection or the financial forecast
for a fiscal year
In-month(s) An in-month are months that the month is closed

and have actuals in those months. For example,
after October fiscal month closes, the in-months
are July, August, September, and October.
Out-month(s) An out-month are months that are forecasted
months.

SALARIES & WAGES

CYP vs HRLOAD — SINGLE INCUMBENT REVIEW FORM
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CYP Review  CYP Compensation CYP OpEx and CYP Other CYP Re¢

Revenue Compensation
Planner: Review CYP * Planner: Compare HR to CYP » Planner: Compare Last Month Act vs First Month Projection
Planner: CYP Department Roster - HR vs CYP ©
Years Department
FY20 6020-BUDGET_ADMIN._& OPER._OFFICE
CYP HRLoad Var CYP vs
HRLoad
Total Salary Total Salary

BegBalance BegBalance

Once the budget is finalized for a fiscal year, HRMS and ePBCS should be very close (if all workforce
actions were approved in HRMS) as the starting point of CYP. Depending on when the campus conducts
its first forecast, that will determine the starting point of CYP for single incumbents. CYP is loaded once,
with data sourced from HRMS, as the starting point of CYP. As we move through the year, CYP will be
the last input by a user. CYP will incorporate the in months (actuals) plus the out months (forecast) to
add up to a year total forecast.

HRLOAD is sourced from HRMS. The data is loaded nightly into PBCS.

All vacant positions will be brought over from HRMS with zero salary. A user can either “Sync with HR”
(see below instructions) the position or a user can type in the amount in the Salary Adjustments column.

Note: Sync with HR if no changes to the base salary of the previous incumbent that left the position are
included in the budget plan or your forecast.

In the Department Roster Forms the CYP column is giving you the annual salary and FTE for a single
incumbent. This will match the CYP column in the above screenshot of Planner: CYP Dept Roster — HR vs
CYP.

@ Department Roster Department Roster by User Variable ~ Department Roster by Job Code  Salary Adjustments * Vacancy Initial vs Working
-“ Planner: CYP Department Roster @ i3, mg
Years Scenario Department 7/ _m_ Data
FY20 CyP 6020-BUDGET_ADMIN._&_OPER._OFFICE »
Position FTE Base Salary Salary Merit Amount Confirmed Total Salary

Adjustments

BegBalance BegBalance BegBalance BegBalance BegBalance BegBalance t

SYNC WITH HRLOAD FUNCTION

In two forms the “Sync with HR” function can be used. By right clicking to locate and execute this
function, a user is able to replace what is in CYP for a position/dept to what is being updated nightly
from HRMS. This function can be useful if a user sees that the HRLoad is a more appropriate starting
point of CYP.

The first form this function can be used is Planner: CYP Department Roster — HR vs CYP
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= NN Planning and Budgeting Cloud: SFSU

CYP Review  CYP Compensation CYP OpEx and
Revenue

Planner: Review CYP * Planner: Compare HR to CYP * Planner: Compare Last Month Act vs First Month Projection

Planner: CYP Department Roster-HR vs CYP @

CYP Funding Navigation
CYP Roster Navigation

CYP Manage Position.

Cq Sync with HR
Edit
Adjust
B Comments

Qunnorting Natail

The second form this function can be used is Planner: CYP Department Roster

SF S‘I‘A“[‘E Planning and Budgeting Cloud: SFSU

CYP Review  CYP Compensation

72 Department Roster  Department Roster by User Variable  Depariment Roster by Job Code  Salary Adju

Planner: CYP Department Roster @

B @& o

Years Scenario Department
FY20 CYP 6020-BUDGET_ADMIN._& OPER._OFFICE

BULK AMOUNT TO GL ACCOUNTS — SALARIES AND WAGES

CYP Funding Navigation...
CYP Roster Navigation...
CYP Manage Position...
Edit

Adjust

Supporting Detail

Change History
Lock/Unlock Cells

Filter

ft & 8

(2 Sync with HR - Position

() Sync with HR - Department

b E:_] CYP Vacate Position
¥ [ CYP Fill Position

B CYPaee

In the CYP module users are able to add a bulk amount to all Salaries & Wages GL accounts. The bulk
amount will not apply to any single incumbent but will appear as an entry on its own. Please refer to the

Financial Oversight Instructions for examples of when appropriate to use this

EXPENSES AND REVENUES

Forecasting operating expenses and revenues in the forms is similar to the budget forms. The difference

=
in these forms that if you open up the year total by clicking -

YearTotal

on the “+” to expand the

detail down to the months, you will see that the in-months are greyed out as those are actuals. A user
will not be able to enter into these columns. A user will need to input the out-months by month or a
user can input into YearTotal. The out-months are seeded with the final budget for that fiscal year. If
entering into YearTotal, keep in mind that YearTotal will take that amount subtracting the in-months

then will spread the difference evenly to the out-months.

The expense and revenue forms do not populate the out months based on a formula. To make changes

to CYP you have to update the out-months.
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SECTION 4: REPORTS

Budget CYP Operational
eports

The Budget module, CYP module, and Operational Reports all contain different reports suitable for that
particular module. Below is a table with a short description of each report.

MODULE REPORT NAME DESCRIPTION DIMENSIONS THAT
CAN BE CHANGED IN
REPORT
Budget P&L and FTE Report P&L format report with prior year base Year, Scenario,
budget compared to user selection, for S Version, Dept, Fund
and FTE.
Budget P&L Budget Division Report P&L format report and will break down each | Period, Year,
dept level below the highest grouping Scenario, Version,
selected, in each column. Dept, Fund
Budget P&L and FTE Scenario Report | P&L format report with prior year base Year, Scenario,
budget, the latest snapshot scenario, Version, Dept, Fund
compared to user selection, for $ and FTE.
Budget Dept Roster PrYr Act vs Bud List of dept positions with associated fund, Period, Dept, Fund

GL account, job code, employee. Actuals vs
Budget Initial vs Budget Working for $ and
FTE.

Budget Department Roster List of dept positions with associated job Year, Dept
code, fund, employee, FTE, salary, benefits,
taxes, and total compensation.

Budget Dept Roster — Req and List of dept requested and reveiwed Year, Dept
Reviewed positions with associated job code, fund,
employee, FTE, salary, benefits, taxes, and
total compensation.

CYP Financial Review Report In a P&L format, prior YTD actuals compared | Year, Dept, Fund
to current YTD actuals. Also provides
current year Original Budget and Rev
Budget. The report provides the current
YTD actuals, the forecast for remaining fiscal
year which equals to total CYP. The accounts
are rolled at the account category level.

The forecast column is computed as the
difference between the CYP (from the CYP
Working) and Actuals( CFS)
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CYp

CYP Budget Division Report

P&L format report and will break down each
dept level below the highest grouping
selected, in each column.

Period, Year,
Scenario, Version,
Dept, Fund

CYP

CYP Compensation
Comparison

CYP vs Budget Final for vs HRLoad for
salaries and FTE. Click on the numbers to
hyperlink to a detailed report by position.

Year, Dept, Fund

CYp

CYP Detailed Compensation
Comparison

CYP vs Budget Final for vs HRLoad for
salaries and FTE by position.

Year, Dept, Fund

CYP

Dept Roster Act vs CYP

List of dept positions with associated fund,
GL account, job code, employee. Actuals vs
Budget Initial vs CYP Working for $ and FTE.

Period, Dept, Fund

CYp

Department Roster

List of dept positions with associated job
code, fund, employee, FTE, salary, benefits,
taxes, and total compensation as adjusted in
the CYP Working roster.

Year, Scenario, Dept

CYP

Department Roster — Final
Org Budget

List of dept positions with associated job
code, fund, employee, FTE, salary, benefits,
taxes, and total compensation as adjusted in
the final original budget roster.

Year, Dept

Cyp

Financial Review — NR401

In a P&L format, prior YTD actuals compared
to current YTD actuals. Also provides
current year Original Budget and Rev Budget
(in this report the Rev Budget excludes
Original Budget). The report provides the
current YTD actuals, the forecast for
remaining fiscal year which equals to total
CYP. The accounts are rolled at the account
category level.

The forecast column is computed as the
difference between the CYP (from the CYP
Working) and Actuals( CFS)

Year, Dept

Operational
Reports

All Funds Report

P&L report and FTE report with Fund being
the columns

Period, Years,
Scenario, Version,
Dept, Fund

Operational
Reports

Vacancy Savings Report

Actuals compared to Original Budget for the
current fiscal year, to determine savings
from actual vacancies vs salaries savings

Period, Dept, Fund

Operational
Reports

Dept Roster Act vs Budget vs
HRLoad

Dept Roster detail comparing Actuals vs
Budget vs HRLoad

Period, Years, Dept,
Fund

Operational
Reports

P&L Actuals vs Budget Report

Actuals compared to Original Budget for the
a fiscal year

Period, Years, Dept,
Fund
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Making a salary adjustment on a single incumbent position for Current Year Projection (CYP) by using
the Department Roster Form

1. Keep in mind that this is a CYP module which you are projecting for the out-months.

2. For example, if the first quarter (July to September) has closed, you are projecting from October
to June.

3. The formulais (12 months’ salary amount/12 months)*out months. If the goal is to add $9,000
to a position on CYP, the Department Roster would need to be input a total salary of $12,000,
then it would be (512,000/12)*9 out months. The total projection will be $9,000.

4. |If the total amount of $12,000 needs to be adjusted to include retroactivities from July to
September, the difference of $3,000 needs to be input in bulk GL account by using the Natural
Account Unsuppressed form.

Example: Adding $S9K to position#00003840. The first quarter (July to September) has closed.

CYP Other
Compensation

CYP Review CYP Reports

CYP Compensation; CYP OpEx and

Revenue

Department Roster  Departiment Roster by User Variable  Department Roster by Job Code  Salary Adjustments » Vacancy Initial vs Working

Rriorsto,adding 9K

to,position#

100003840

Planner: CYP Department Roster ©

Years Scenario Department
FY20 CypP 6235-GROUNDS_MAINTENANCE
Position FTE Base Salary Salary Merit Amount Confirmed
Adjustments
BegBalance BegBalance BegBalan BegBalance BegBalance
Beall, Timothy - 910509189 Lead Groundsworker:00002988 0726 - Lead Groundsworker 1.00 284
Enriquez, Baudelio - 900045684 Lead Groundsworker:00001109 0726 - Lead Groundsworker 1.00 144
Flores-Gonzales, Erasmo - 900031813 Lead Groundsworker:00003721 0726 - Lead Groundsworker 1.00 164
Hernandez Paniagua, Alejandro - 918819608  Gardener:00003397 0743 - Gardener 1.00 780
Martinez, Ricardo - 900044995 Lead Groundsworker-00004820 0726 - Lead Groundsworker 1.00 168
, Robert - 918¢ Administrator 1200003840 3312 - Administrator || 1.00 84,720
Rivera, Hernan - 917968368 Groundsworker.00002906 0731 - Groundsworker 1.00 472
Rogue Carranza, Gerardo - 918830619 Groundsworker:00009382 0731 - Groundsworker 1.00 260
Torres Mendoza, Juan - 900018254 Tree Trimmer 1i:00002553 0748 - Tree Trimmer Il 1.00 660
Vacant Groundsworker:00005110 0731 - Groundsworker 1.00
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BegBalance
284
144
164
780
168
84,720
472
260
660



CYP Review  CYP Compensation CYP OpEx and CYP Other CYP Reports
Revenue Compensation
: i e, = EESEAL
Planner: CYP Department Compensation CYP by Month © Note;the first:.three, months, a
are actuals and ,Oct.thru June
Years Department E pl’OJBCUOﬂ ra a. Ad hoc
FY 2021 6235-GROUNDS_MAINTENANCE il :
YearTotal Sep Oct
‘ Total Salary
Current Year
Projection
Working Working Working
0509189 Lead Groundsworker-00002988 0726 - Lead Groundsworker  NGOO1-GENERAL SUPPORT & STUDENT FEES | 4,857 4,857
H
>- 900045684 Lead Groundsworker:00001109 0726 - Lead Groundsworker  NGOO1-GENERAL SUPPORT & STUDENT FEES 4512 4,512
Zrasmo - 900031813 Lead Groundsworker:00003721 0726 - Lead Groundsworker  NGOO1-GENERAL SUPPORT & STUDENT FEES 4,347 4,347
16293835 Tree Trimmer 1:00004777 0748 - Tree Trimmer Il NG001-GENERAL SUPPORT & STUDENT FEES 4,371
918837236 Groundsworker:00005110 0731 - Groundsworker NGOO1-GENERAL SUPPORT & STUDENT FEES
jua, Alejandro - 918819608 Gardener:00003397 0743 - Gardener NGOO1-GENERAL SUPPORT & STUDENT FEES ~= 3,565 3,565
3831685 Irigation Specialist00004863 0735 - Irrigation Specialist ~ NGOO1-GENERAL SUPPORT & STUDENT FEES 1433
- 900044995 Lead Groundsworker:00004820 0726 - Lead Groundsworker ~ NGOO1-GENERAL SUPPORT & STUDENT FEES 5014 5014
Robert - 918¢ Administrator [-00003840 3312 - Administrator Il NGOO1-GENERAL SUPPORT & STUDENT FEES 84,720 7,060 7,060
68368 Groundsworker:00002906 0731 - Groundsworker NG001-GENERAL SUPPORT & STUDENT FEES 72 3,456 3,456 3,456 3,456
ardo - 918830619 Groundsworker:00009382 0731 - Groundsworker NR301-COST RECOVERY 0 3,355 3,355 3,355 3,355
COUITIEL, - I - 900018254 Tree Trimmer 1:00002553 0748 - Tree Trimmer |1 NGOO1-GENERAL SUPPORT & STUDENT FEES ] 4,305 4,305 4,305 4,305
CYP Review  CYP Compensation CYP OpEx and CYP Other CYP Reports
Revenue Compensation
¢+ CYP Comparison #+ Financial Review Report #+ CYP -Vacancy Savings #+ Department Roster Act vs CYP #: Depariment Roster
CYP Compensation Comparison
File Format HTML
Years Department  Fund
FY20 DP_6235 FD_NG001
HTML Preview  ~
San Francisco State University
CYP Compensation Comparison
SAN FRANCISCO FY 20-21
STATE UNIVERSITY 6235-GROUNDS_MAINTENANCE
NGO001-GENERAL SUPPORT & STUDENT FEES
Current Year Projection Current Year Projection Original Budget Original Budget HRLoad HRLoad
FTE Final FTE Initial FTE CYPvsHR
601201-Mpp/Supervisary 1.00 84720 1.00 84.720 1.00 0.00]
601300-Support Staff Salary 745 495,408 10.00 495,408 10.00
601301-Overtime E E 5000 g E E
601834-Staff Salaries -Lump Sum Vac 957 - - - -
601836-Holiday Pays 159 E E E E E
Salary & Wages 468 058 845 585.128 11.00 580128 11.00
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#: CYP Comparison

Fall Financial Review Report 1 =
Financial Reyiew,Report

FEriorto, addmg 9Ksto,a

P CYP-Vacancy Savings  #+ Depariment Roster Act vs CYP i Department Roster

ile Format v 2 P A
o *“;;m posmom\mth account.60120,1
FY20 FD_NGOO1

T Fund: NG001-GENERAL SUPPORT & STUDENT FEES
STATE UNIVERSITY

General Fund Allocation - - - - - - - - - R -
¥ Other Financial Scurces 207 3478 398 23% 15.000 15.000 3478 11250 15728 (27 %)
AllReverue: 307 3478 ] £ 15.000 15.000 347 1250 ) @2 @)

Total Revenue / Other Sources: 3079 3478 £ 2% 15,000 15,000 3478 11,250 urm @) %)
S07100-Azsdermio Saiary - - - - - - - - - -
07103 Gratume At - - - - - - - - -
507150-Acadero SelsriesLums Sum Vo - - - - - - - - - -
6071304 Teaching Assoaiates - - - - - - - - - -
801804 Winter Session Fa - - - - - - - - - -
01808-Far: Time Faculty - - - - - - - - - -
801807-Susstune Faculy - - - - - - - - - -
501805 Exmrsion Faculy - - - - - . . . . . .
8078 10-Surmmer Sessizn Fac - - - - - . . . . . .
807625 Fasearch Fetom - - - - - . . . . . .
807627-Honorarem For Emp Ss! € Ban - - - - - . . . . . .
607625 Reims Relsass Tme Sy - - - - - - - - - -
S07628-Facuty ey Remburssment - - - - - - - - - -
507633 Acaderis Sasnes-Lump Sum Vs - - - - - - - - - -
rsuctonsl Fasuly - - - - - - - - - - -
01201 Mpp/Supervisary o 21,130 735 5% w“In ©“I0 21,130 54 54720 a 0%
& Management & Supsrvisory o 21,130 735 5% w“In ©“I0 21,130 54 24720 a 0%
» Suppan Siafi 125,034 112675 (12.360) 3% 300.408 300.408 112675 270.504 23178 (117.229 (23%)
801836-Holiday Fays. - 158 158 - - 158 o 1% 13 -
A Oter Saares & Visges - 15 15 - - - 15 o i 158 -
Salary & Wages 15428 08 (11419 D) 585128 134014 B aes5 107 @)
Fravd 5 - 5 - ] - 2 B 73 %
¥ Services From Other Frds Agncy 710 42 2 26% 2500 42 2175 2817 7 1%
¥ Equipment 3537 - (58537} - 10,000 - 7500 12500) (25%)
B30003-Suzpies And Samice 2% 8e® (14988 1% 2000 8e® 5000 B 361 1)
[T S— P . sin . 50m . 15m +5m m 50
#+ CYPComparison  #)¢ Financial Review Report  #i CYP-Vacancy Savings  #+ Department Roster Act vs CYP
Department Roster
Department:Rostery
File Format  HTML v N
Vears Scsnarie Department Prior:t Reggrt gkKst
- 4
Fr20 cve D 8235 !rlor- 0.a |ng 0
AL e posutlon# 00003840
SAN FRANCISCO San Francisco State University
STATE UNIVERSITY FY 20-21
Department Roster
FTE Salary Benefts  Tax Total Comp
8235 hGDT GENERAL SUPPORT Beal Trncoy - Le=d 0726 - Lead
GRDLNDG MAINTENANCE & STUDENT FEES FosE1Es Groundsworker-00002588 Groundswerksr 1.00 4 4408 4452 42
NGILT ENERAL SUPPORT Evviuss Bauasic-  Leas 0725- Lead
GRDLNDG WMAINTENANCE & STUDENT 7 900043684 emmmr 00001108 emwm. 1.00 4 zmss 4088 a4
NGODT GENEHALSUPPDRT Flores-Gonzaies.
tsRuuNDs JMAINTENANCE & STUDENT FEES B Sh0Ria1s  Ermurdewerker 0072 raundtber 1.00 4 I 297 48
235 NGO0T-GENERAL SUPFORT Garrstt Cylan-
GROUNDS_MAINTENANCE & STUDENT FEES 08233585 Tree Trimmer (00004777 0748 - Tree Trimmer | 025 5 5208 557 18
235 HGU0" SENERAL SURFORT temandez Par = .
GROUNDS_MAINTENANCE & STUDENT FI Alejanars 1861508 Gargener00003367 0743 Gardener 100 o 21202 27 255
HGOD1 GENEHALELIF'PDHT Lurd, Karson - Irigation 0735 - Imigztion
GROLNDG MAINTENANCE & STUDENT FEES 913331685 Spaciall=00004853  Specialist o020 7 4773 731 056
NGCT GENERAL SUFFORT Varmnes Rissmz-  Leas 0725- Lead
GRDLNDG IMAINTENANCE & STUDENT 7 900042555 Groundsweorker00004820 Groundswerksr J 42544 4590 a0
NGODT GENEHALSUPPDRT Murphy, Riobert -
tsRuuNDs JMAINTENANCE & STUDENT FEES 18828422 inistrator 100003840 3312 - Administrator I ! . 42100 5475 133235
NGODT-GENERAL SUPFORT Avers. Beman- = T T g T
ERCILNDG MAINTENANGCE & STUDENT FEES F73aEaEE 0731 - 1.00 2 28107 2187 748
HG00" GENERAL SUSFORT Tores Hendoza. Juzn
GROLNDG WMAINTEMANCE & STUDENT 7 -300018254 Tree Trimmer [-00002553 0748 - Tree Trimmer I 100 o 0% 2842 581
NGOD1 GENEHALSLIF'PDHT
eRouan WMAINTENANCE & STUDENT FEES Vacant 1100731 - 075 1 1 ] g
hGLT GENERAL SUZFORT
GROLNDG MAINTENANCE & STUDENT 7 Vacant Tree Trimmer (00004777 0743 - Tres Trmemer I 0rs 1 1 ] 1
NG00t GENEHALSLIF'PDF{T Irigation 0735 - Imigation
GRDLNDG IMAINTENANCE & STUDENT FEES Vacant Specialist00004883  Specialist 015 1 1 ] 1

B Carrares
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After adding the 9K:

neveius N——
Department Roster | Department Roster by User Variable ~ Depariment Roster by Job Code  Salary Adjustments 57 Vacancy Initial vs Working . > e
Adding,9K<on position#,

Planner: CYP Department Roster © Note,on the, Department:Roster,form, 12K 00003840760
—_— Depariment:Rosterywith
has 10.be.| mput fonQK‘CYBbecause first. e (7" B
iy ol s o T qUartaris not part ofhe projsction e
FYz20 cyp 6235-GROUNDS_MAINTENANCE quar P ne,p J
! Position FTE  Base Salary! Salary Confirmed Total Salary Grade Step/Range Hire Date com
Adjustments Fie
BegB:
t sthy - 91 Lead 000029 0726 - Lead 1.00 58,284 58,284 GR_1 ST 0 9/3/09
3 3audelic Lead 00001109 0726 - Lead 1.00 54,144 54,144 GR_1 ST 0 18199
] 1zales, [13181 3 Lead Groundsworker: 00003721 0726 - Lead Groundsworker 1.00 52 164 52,164 GR_1 8T_0 5/6/00
] : Paniag 5-918¢ )8 Gardener:00003397 0743 - Gardener 1.00 42,780 42,780 GR_1 ST 0 6/3/18
thy, Robert - = 7778422 ‘Administrator 1:00003840 3312 - Administrator I 1.00 84,720 12,000 Yes 96,720 GR_1 ST 0
) 1044995 Lead 00004820 0726 - Lead 1.00 60,168 60,168 GR_1 8T_0 210/02
55368 00002906 0731- 1.00 41,472 41,472 GR_1 5T_0 100417
_ Ildu - g1Ein Groundsworker. 00009382 0731 - Groundsworker 1.00 40,260 40,260 GR_1 ST 0 2n19e
1 -9000" 3 Tree Trimmer 1i:00002553 0748 - Tree Trimmer 1| 1.00 51,660 51,660 GR_1 8T_0 110/02
‘Vacant 00005110 0731- 1.00 GR_1 5T_0
Tree Trimmer 1:00004777 0748 - Tree Trimmer || 1.00 GR_1 ST 0
Irrigation Specialist 00004863 0735 - Irrigation Specialist 1.00 GR_1 8T_0
Planner: CYP Department Compensation CYP by Month @ From,Oct-to,June, add:$1000;to By, mgﬂ
each month.
R N Rormula,(f2000/12j3gprojected s o |
YearTotal YearTotal Jul Aug Sep Cct Nov
Total Salary Total Salary
Diffis;$9K:from the, - o~
S ginal urent Year
out months; i ‘Vg_, Buaget Projection
Sept a\readykc_\_o_s_sgg Final Working Working Working Working Working Working
mothy - Lead -0000298! 0726 - Lead NGOO1-GENERAL SUPPORT & STUDENT FEES @ 58,284 4,857 4,857 4,857 4,857 4,857
z. Baud 4 Lead -00001109 0726 - Lead NGOO01-GENERAL SUPPORT & STUDENT FEES 54,144 4512 4512 4512 4512 4512
sonzale: 031813 Lead Groundsworker:00003721 0726 - Lead Groundsworker  NGOO1-GENERAL SUPPORT & STUDENT FEES 52,164 4,347 4,347 4,347 4347 4,347
Dylan - Tree Trimmer 1i:00004777 0748 - Tree Trimmer 1l NGOO1-GENERAL SUPPORT & STUDENT FEES 13.113 4371 4371 4371
Ramo Groundsworker 00005110 0731 - Groundsworker NGOO1-GENERAL SUPPORT & STUDENT FEES
Jez Pan 3- 18 Gardener:00002397 0743 - Gardener NGOO1-GENERAL SUPPORT & STUDENT FEES 42,780 42,780 3,565 3,565 3,565 3,565 3,565
arson - Irigation Specialist 00004863 0735 - Irrigation Specialist NGOO01-GENERAL SUPPORT & STUDENT FEES 42,024 8,437 3,502 3,502
7, Rican Lead 00004820 0726 - Lead NGOO01-GENERAL SUPPORT & STUDENT FEES 60,168 60,168 5014 5014
Robert - 918828422 Administrator 100003840 3312 - Administrator Il NGOO1-GENERAL SUPPORT & STUDENT FEES 7,060 7.060
F -91 Groundsworker.00002906 0731 - Groundsworker NGOO01-GENERAL SUPPORT & STUDENT FEES N 41472 41472 3,456 3,456
ra, G El Groundsworker:00009382 0731 - Groundsworker NR201-COST RECOVERY 40,260 40,260 3,355 3,355
_ a,.Ju Tree Trimmer 1i:00002553 0748 - Tree Trimmer 1l NGOO01-GENERAL SUPPORT & STUDENT FEES 51,660 51.660 4,305 4,305

#)+ Financial Review Report ~ #)+ CYP-Vacancy Savings  #)+ Department Roster Actvs CYP  #J+ Department Roster

CYP Compensation Comparison

File Format HTML v
Years Depariment  Fund
FY20 DP_6235 FD_NGO01

HTML Preview v

San Francisco State University
Changed ilo.m CYP Compensation Comparison
SAN FRANCISCO FY 20-21
STATE UNIVERSITY 6235-GROUNDS_MAINTENANCE
NG001-GENERAL SUPPORT & STUDENT FEES
Current Year Projection Current Year Projection Original Budget Original Budget HRLoad
Workir FTE FTE FTE
I — 10 1
601300-Support Staff Salary 145 1000
601301-Overtime 3 4 4 | 3
601834-Staff Salaries -Lump Sum Vac 957 3 | | 3
601836 Holiday Pays 150 E E| E| B
Salary & Wages 477058 845 11.00 580128 11.00

80| Page



& <P com

| Review Report | @) CYP-Ussaney Savings @ DepartmentRosterictysCY2 @) Daparimant Roster

Fall Financial Review Report

Ghangedi@y;satlﬂ»m t

P s $931720,
S e rmsw

6235-GROUNDS_MAINTENANCE
Fund: NG001-GENERAL SUPPORT & STUDENT FEES

» Cther Financial Seurces 3078 3478 398 2% 15,000 15,000 347 11250 14728 1272) (2%
All Revenue 307 3478 399 < 15.000 15.000 34m 11250 14728 @9 2%
Total Revenue / Other Sources: 307 3478 39 2% 15.000 15.000 34m 11250 14728 @) 2%
01100 Acasemic Sazry B . B . . .
01102 Gram A - - - . . .
501150 Academi Sairies-Lump Sum Vi - - - . . .
01304 Tesching Assocaies . . . . . .
01304 vt Session Fa: . - ) B B ) )
6071806-Part Time Faculty - - - - - - -
801807-Substitute Facuhy - - - - - -
pti———— . . . . . .
201510 Summer Sesson Fac - ) B B ) )
01825 Research Fallo - - - . . .
801827 Honcraiam For Emp Sl OrBen - - - . . .
201528 Rarmd Reisase Tune Sazry - B B B . .
201825 Facuty Salary Reimbussament . - ) . . . .
01892 Acadens Salries-Lump Sum Vas - - - - - -
Insvucsons| Facuty . . . . . . . . .
01201 uppSupenvory nase 21 s % 270 s 21 0 a7 ) s
asianagement 8 Supenisosy o 2118 kY P 70 w47 g ns0 oy ) B
» Support Staff 125,034 112875 (12.280) 3% 500408 500408 112675 270504 383178 17.228) (2%
» Other Salaries & Wages - 138 158 - - - 158 0 159 159
Satay £ Wages A T 1Ay = E o T Saow FEr ) o
b Travel 58 - 8 - To00 To00 - 525 325 a73) (@5%;
» Saices From Gurer s Ay e N 2 % 2500 2500 2 2 2817 E E
» Equipment 58537 - (58.5370) - 10,000 10,000 - 7.500 7500 12.500) 25
880003-Supplies And Servioe: 23626 8835 (14.588) "% 60,000 60,000 8835 57.000 65839 5835 5%
2P0t Frasses) hevsiormar: P N wan 5 e e N 1am T = s
CYP Review CYP Compensation CYP OpEx and CYP Other CYP Reports
Revenue Compensation
#)+ CYPComparison  #+ Financial Review Report ~ #+ CYP-Vacancy Savings  #4 Department Roster Actvs CYP | #J+ Department Roster
Department Roster
File Format HTML v
Years Scenario Department
Fy20 CYP DP_6235
HTML Preview ~
SAN FRANCISCO San Francisco State University
STATE UNIVERSITY FY 20-21
Department Roster
FTE Salary Benefits  Tax Total Comp
NGOOT-GENERAL SUPPORT  Beall, Timothy - Lead 0726- Lead
GRDUNDS MAINTENANCE & STUDENT FEES 9105091289 G dswork 1.00 24 106 4.452 142
6235- NGOO1-GENERAL SUPFORT Enriquez, Baudelio-  Lead 0726 - Lead
GRDUNDS MAINTENANCE & STUDENT FEES GroL -00001109 1.00 44 03 4.005 141
01-GENERAL SUPPORT  Flores-Gonzales. Lead 0726 - Lead
GRDUNDS MAINTENANCE & STUDENT FEES Erasmo - 900031813 Grow 00003721 dswork 1.00 84 704 3.978 346
01-GENERAL SUPPORT Garrett, Dylan -
GRDUNDS MAINTENANCE & STUDENT FEES 906293835 Tree Trimmer 1:00004777 0748 - Tree Trimmer || 025 13 208 997 319
6235- NGOOT-GENERAL SUPPORT Hernandez Paniagua.
GRDUNDS MAINTENANCE & STUDENT FEES Alejandro - 918819608 Gardener00003397 0743 - Gardener 1.00 80 202 3.273 255
01-GENERAL SUPPORT Lund, Karson - Imigation 0735 - Irrigation
GRDUNDS MAINTENANCE & STUDENT FEES 913831685 Specialist 00004863 Specialist 020 a7 773 731 156
6235- NGOO1-GENERAL SUPFORT Martinez, Ricardo - Lead 0726 - Lead
GRDUNDS MAINTENANCE & STUDENT FEES GroL : 20 100 s—-68 544 4590 302
01-GENERAL SUPPORT Robert - 7 7 ;
GRDUNDS MAINTENANCE & STUDENT FEES 22 I Administrator [:00003840 3312 - Administrator I 1.00 93.720 ] 46,307 7.164 147.191
01-GENERAL SUPPORT Rivera, Hernan - - - —
GRDUNDS MAINTENANCE & STUDENT FEES 917968368 Grou )6 0731 - dswork 1.00 72 07 57 746
6235- NGOOT-GENERAL SUPPORT Torres Mendoza. Juan
GROUNDS_MAINTENANCE & STUDENT FEES - 900018254 Tree Trimmer 100002553 0745 - Tree Trimmer || 1.00 60 56,959 2 961
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Adding employee to a new position

If a new position has been approved in PBCS, the employee information can be filled to attach with that
position at a later time even when the new employee is hired after the seed. Here are the examples and
steps to achieve that.

07

Budget Review Budget Budget OpEx and Budget Other Budget Reports
Compensation Revenue Compensation

Salary Adjustments

Department Roster by Job Code =» Vacancy Initial vs Working

Department Roster  Department Roster by User Variable

Planner: Department Roster @
Lef's use New Single Incumbent 3 as
an example to fill an employee

Years Scenario Department
FY21 Bud 3585-COMPUTER_SCIENCE
Position FTE Base Salary GSI Salary
Adjustments
YearTotal YearTotal YearTotal BegBalance
Instr Fac Ay:00010034 2360 - Instr Fac AY 0
New Single Incumbent 3 2380 - Instr Fac AY 1.00 100,000
Department Roster  Department Roster by User Variable  Department Roster by Job Code  Salary Adjustments =» Vacancy Initial vs Working

Planner: Department Roster ©@ _ _
Highlight the New Single Incumbent 3, right

click to see action options, and pick Manage

Years Scenario Department . . Pasition. And then Select Fill Position
FY21 Bud 3585-COMPUTEF Funding Navigation..
Roster Navigation. Position FTE  Base Salary Gl
Manage Position. .. sition
Manage Requests. . YearTotal YearTotal
Instr Fac. | 0
Edit > QJ Add Employee Assignment
New Sing i i 100,000
Adjust »

Reviewed Positions

Requested Positions Supporting Detail

g [

Mhanaa Hietans

Launch Confirmation Message

Vacant details will be removed.

OK  Cancel
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WPLN: Planner - Fill Position

* Enter
Employee:

* Enter Employeef "EN_VACANT" '1"- * Enter Position:

Delete "VACANT" and
type in the employee ID

Click Launch
after filling out
employee id

WPLN: Planner - Fill Position

Notice this new
employee id is valid

"EM_920285051" ""1'-

* Enter Position:

* Enter Employee:

Budget Review Budget

Compensation

© Information

Department Roster  Department Roster by User Variable  Department Roster by Job Gode ~ Sale ~ WPLN: Planner - Fill Position

Planner: Department Roster @

Years Scenario Department
q-%} Fyz1 Bud 3585-COMPUTER_SCIENCE
Position FTE
ng| IS
with Employee named Harper,
Angel with employee id
920285051 YearTotal
2399 - Instr Fac AY 1.00

Dujmovic, Jozo - 900008582 Instr Fac Ay:00001736 2360 - Instr Fac AY 1.00
Humayoun, Shahrukh - 9188 Instr Fac Ay:00009707 2360 - Instr Fac AY 1.00
Harper, Angel - 920285051 New Single Incumbent 3 2360 - Instr Fac AY 1.00

Budget Review Budget

Compensation

Budget OpEx and
Revenue

Budget Other
Compensation

Budget Reports

ﬁ;ﬂ Department Funding  Employee Funding  Position Funding

Planner: Department Funding @

Years. Scenario Department
I Fyz1 Bud 3585-COMPUTER_SCIENCE L ) .
l‘%} Notice in the Funding page, the employee is also
updated with the employee info. on New Single
Incumbent 3
Working Aljarrah, Abeer - 918827167 Instr Fac Ay-00/ 2360 - Instr Fac AY NG001-GENERAL SUPPORT & STUDENT FEES

2399 - Instr Fac AY NG025-GRADUATION INITIATIVE 2025

Dujmovic, Jozo - 900008582 str Fac Ay-00001736 2360 - Instr Fac AY NG00 1-GENERAL SUPPORT & STUDENT FEES

3882 Instr Fac Ay:00009707 2360 - Instr Fac AY NG001-GENERAL SUPPORT & STUDENT FEES

Humayoun, Shahruki

Harper, Angel - 920285051 New Single Incumbent 3 2360 - Instr Fac AY NG025-GRADUATION INITIATIVE 2025

"PS_SI3"

"PS_SI3”

was successful.

OK

Base Salary

YearTotal
100,000
132,276

96,000
100,000

Funding % Avg Funding
%

YearTotal YearTotal
0.00 0.00
1.00 1.00
1.00 1.00
1.00 1.00
1.00 1.00

Gsl

YearTotal

Adj

Be:

Distributed
Salary

YearTotal

0

100,000

132,276

96,000

100,000
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In general, employee can be added/updated to:

e abrand new position with/without the position number
e an existing position

o afilled position

e avacant position
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Operational Reports: P&L Actuals vs. Bud - report with Available Balance and Encumbrance

SAN FRANCISCO

STATE UNIVERSITY

630002-Py Expense Adj
General Fund Allocation

Sales & Services OfAux
Reimbursed Activity
Rev From Investments
Other Financial Sources

All Revenue

Total Revenue / Other Sources

Instructional Faculty
Management & Supervisory
Support Staff

Salary 8 Wages

Operating Expenses
Utities
Risk Pool
Canyforward Total
Total Operating Expenses
Total Operating Expenses w/o Benefits
All Transfers In
All Transfers Out
Net Transfers
Operating Income (Loss) excluding Benefits

Benefits

Operating Income (Loss)

San Francisco State University
P&L Actuals vs Budget Report

6180-HDCS_-_HSG_DINING_&_CONF_SVCS

Fund: Housing Fund

c d e h i

d=c-b e=b/c b b/f
0 (1.861) - 1861 100 - - 1861 100
0 (1.861) - 1.861 100 - - 1.861 100
3450793 26,988,957 53077845 26.085.888 51 53077845 - 26,088,888 51
- 12413752 - (12413752 100 - - (12413.752) 100
0 - 350,000 350,000 0 350,000 - 350.000 0
(159) 10624 263859 253235 4 263859 - 253235 4
3.450.634 39.413333 53.691.704 14278371 73 53.691.704 - 14.278.371 73
3.450.634 39.411472 53.691.704 14.280.232 73 53.691.704 - 14.280.232 73
- - - - 100 - - - 100
21964 21964 131784 109.820 17 131784 - 109.820 17
21146 21704 1634 124640 15 14634 - 1245640 15
43110 43.668 278.128 234.460 16 278.128 - 234.460 16
125101 4085148 39710474 35,655,326 1 39710474 9624213 35655326 1
770130 573757 5914320 5340563 1 5914320 - 5340563 1
854 852 5347 4495 6 5347 - 4495 6
- - - - 100 966,180 - 966,180 0
896.085 4.629.756 45.630.141 41.000.385 10 46.596.321 9.624.213 41.966.565 10
939.195 4673424 45.908.269 41.234.845 10 46.874.449 9.624.213 42.201.025 10
424301 102797 360000 257203 2 360.000 - 257203 2
70245 25,000 17.956.806 17.931.806 0 17.956.806 - 17.931.806 0
354056 77.797 (17.59.806) (17.674.604) 0 (17596.806) - (17.674604) 0
2.865.496 34.815.845 (9.813.371) (44.629.216) (355) (10.779.551) - (45.595.396) (323)
105941 126195 555418 429223 2 555418 - 429223 2
2.759.555 34.689.650 (10.368.790) (45.058.440) (335) (11.334.970) - (46.024.620) (306)
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P&L Actuals vs Budget and encumbrance Report Column Definitions:

Column | Description

a Actual data for prior YTD — This column displays historical data of prior year as
desired by the user selection. It could be year total or by month up to date.

b Actual data for current YTD - This column displays historical data of current year as
desired by the user selection. It could be year total or by month up to date.

o Final Original Budget = This is the original budget of the current year — Year Total

d Budget Available S = Column ¢ minus Column b — This column shows how much is
left between Final Original Budget and Actual for Current YTD to be used in the
case of OE and/or to be collected in case of Revenue.

e Budget Available % = Column b divided by column ¢ — This shows the percentage of
performance on each revenue/expense category. If red fond percentage shows on
revenue, that indicates revenue is lacking. If red fond percentage shows on
expense, which indicates over spending occurred.

f Revised Budget Current fiscal year — This column displays the revised budget by
adding the original budget and period to date budget.

g Encumbrances — This column shows encumbrances as of certain period including
period 0.

h Revised Budget Available S - Column f (Revised budget current fiscal year) minus

column b (Actual data for current YTD)

Revised Budget Available % = Column b (Actual data for Current YTD) divided by
column f (Revised Budget Current fiscal year). This shows the percentage of
performance on each revenue/expense category. If red fond percentage shows on
revenue, that indicates revenue is lacking. If red fond percentage shows on
expense, which indicates over spending occurred.
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CYP — Adding pool funding when pool page is blank

Planning and Budgeting Cloud: SFSU

2 Select CYP Add Poal CYP Review  CYP Compensation CYP OpEx and CYP Other
) Funding Revenue Compensation
[E) CYPAdd Pool Funding !
Pools  Pools by Department Variable  Natural Account Compensation  N¢ Filter »
Q Analyze

Planner: CYP Pools ©

%)  NewAd Hoc Grid
Employee Department Show Reasons for Read-Only Cells
Default Employee 6020-BUDGET_ADMIN._&_OPER._OFFICE

e Predictive Planning
Business Rules

i Smart Push Details 1-July 2-August 3-Septt

There are no valid rows of data for this form. Grid Validation Messages

1. Right click on white Clear Formatting

area or an empty cell if

they appear Spreadsheet Export

Open in Smart View

WPLN: Planner - CYP Add Additional Pool Assignment

»
o

* Enter Funding Department: "DP_6020" @% * Enter Job Code: E;:-

* Enter Fund: EI% * Select Pool: la;:-

3. Populate the required fields for Fund, Job Code
and Pool. Forfund, type in FD_the deptiD. For Job
Code, type in JC_the job code

WPLN: Planner - CYP Add Additional Pool Assignment

5-

* Enter Funding Department: "DP_6020" ll_'lql. * Enter Job Code: JC_1871 Q%

*Enter Fund: FD_NGO001 ll_"% * Select Pool: PS_New_Pool l{-l%

3 Populate the required fields for Fund, Job Caode and Pool You may
also use the box selection on the right to select each of the four required
fields. Click on Launch to execute.
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Planner: CYP Pools @

Employee Department
Default Employee 6020-BUDGET_ADMIN_& OPER _OFFICE

Bud
New pooled positions is now Fy21
added
YearTotal

1871 - Stdnt Trainee On-Cmps WS~ New Pooled Positions ~ NGOO1-GENERAL SUPPORT & STUDENT FEES  Distributed FTE

Distributed Salary

Act
Fy21
YearTotal YearTotal
0.00
0

1-duly

2-August

8

3-September 4-October
00
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