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BP.060.010 - Inquiring on Personal Services
[bookmark: pp_ref_BEFORECONCEPT]
Concept

This topic demonstrates how to run the Personal Services inquiry. This inquiry enables you to quickly review all Personal Services budget information by Department for a specified budget version. All budget versions created during the original extract, copy, “what-if” analysis, and online update process are available for inquiries. 

Topic Objective:
Upon completion of this topic, you will be able to:
- Run the Personal Services Inquiry.



	Assumptions

	Security Role setup complete by internal Security Administrator.




	Dependencies/Constraints

	At least one version of the Budget must exist to inquire against.



Additional Information




Procedure

This topic demonstrates how to inquire Personal Services by Department and Budget Version.

	Step
	Action

	1. [bookmark: ID0x000000C8] 
	Click the BOR Menus link.
[image: Action area of the screen image]

	2. 
	Click the BOR Budget Prep link.
[image: Action area of the screen image]

	3. [bookmark: ID0x000000C9] 
	Click the Budget Prep Inquire link.
[image: Action area of the screen image]

	4. [bookmark: ID0x000000CA] 
	Click the Personal Services link.
[image: Action area of the screen image]

	5. 
	The Personal Services search criteria selection will be displayed.
[image: ]

	6. 
	Enter or click the [image: Action area of the screen image] to Search for the SetID.

Note:  Enter any target search criteria to select a Department for viewing.  The criteria entered will limit the values returned by the search.

	7. [bookmark: ID0x000000CB] 
	Enter or click the [image: Action area of the screen image] to search for the Version for BOR.

	8. 
	Enter or click the [image: Action area of the screen image] to search for the Department.

	9. [bookmark: ID0x000000CD] 
	Click the Search button.
[image: Action area of the screen image]

	
	The Personal Services data for the selected criteria is displayed when you click [image: Action area of the screen image].  The initial view of the Personal Services data display the following:
· Pay Group
· Job Code
· Position Number
· Description
· Proposed Salary: this amount reflects the proposed salary after any processing in the Budget Module.
· Current Amount: this amount reflects the original salary amount loaded from the HR/Payroll system.
· PerRate
· Proposed Budget: this value reflects the budgeted amount for a position based on proposed salary and raise effective dates.
· Exported Amount:
· Distribution %:  this reflects the percentage of the proposed budget that will be funded to a particular Account Code.

Multiple rows may appear for the same position if the position’s funding is distributed across multiple account codes or earnings codes.

Data may be ordered differently by changing the selection in the drop-down boxes.  The first box contains Emplid/Name and Position Number/Des, the second box contains Job Code/Paygroup and Erncd/Account Code.

	10. [bookmark: ID0x000000D1] 
	Congratulations. Inquiring Personal Services is complete. 

This inquiry enables you to quickly review all Personal Services budget information by Department for a specified budget version.
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