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BP.040.030 - Exporting Changes to HR/PAYROLL
[bookmark: pp_ref_BEFORECONCEPT]
Concept

This topic demonstrates how to export changes to HR/Payroll. This process exports Personal Services data from the Budget Preparation module to the HR/Payroll system for the To Budget Year.  The process creates a file containing Job Data, Position Data, and Department Budget information.

Note: Exporting the Personal Service data to HR/Payroll can only occur once per budget development cycle, once Personal Service budget data is finalized.  

Topic Objective:
Upon completion of this topic, you will be able to:
- Run the process to export changes to HR/Payroll.



	Assumptions

	Security Role setup complete by internal Security Administrator.




	Dependencies/Constraints

	A CURRENT version of the Personal Service budgets exists and is complete.



Additional Information



Procedure

This topic outlines steps to run the Export HR/Payroll process. The process name is BORBU8F2.

	Step
	Action

	1. [bookmark: ID0x000000BE] 
	This process creates or updates the following information in the HR/Payroll system.
•Job Data: Up to three new rows may be created on this page.
•Equity Adjustment: effective dated July 1st of the To Budget Year.
•Raise: effective dated as of the Raise Effective Date that is specified in the Budget Preparation module.
•End Appointment: 10 month faculty will receive an End Appointment row that is effective dated June 1st of the To Budget Year.

Note: Any newly created row could also have Department, Job Code, and/or Salary changes as well.

•Position Data: New position rows will be created for July 1st of the To Budget Year. Changes will include the new budget amount for a position, as well as any Department or Job Code changes for a position.

Note:  Changes made in the Budget module to Department or Job Code will overwrite any changes made to those values in the HR/Payroll system after the initial extract to Budgets.

•Department Budgets: The entire Department Budget definition for the new fiscal year will initially be created from the Budget Preparation module.

	2. [bookmark: ID0x000000A5] 
	Click the BOR Menus link.
[image: Action area of the screen image]

	3. [bookmark: ID0x000000A6] 
	Click the BOR Budget Prep link.
[image: Action area of the screen image]

	4. [bookmark: ID0x000000A7] 
	Click the Budget Prep Processing link.
[image: Action area of the screen image]

	5. [bookmark: ID0x000000A8] 
	Click the Export HR/Payroll link.
[image: Action area of the screen image]

	6. 
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Click the Find an Existing Value tab.
To enter or [image: ] for an existing Run Control ID:

[image: ]

	7. [bookmark: ID0x000000A9] 
	Else click the Add a New Value tab.
[image: Action area of the screen image]

	8. [bookmark: ID0x000000AA] 
	Enter "EXPORTHR" in the Run Control ID field. 

	9. [bookmark: ID0x000000AB] 
	Click the Add button.
[image: Action area of the screen image]

	10. 
	Once the Run Control ID has been entered by Finding an Existing Value or Adding a New Value the Export for ADP page will be displayed:
.
[image: ]

	11. 
	Enter or Search [image: ] for the Business Unit:
[image: ]

	12. 
	Click the radio button for Create Test Export File for ADP[image: ] .

The test file may be exported to ADP multiple times for validation purposes.

	13. [bookmark: ID0x000000AC] 
	Click the Run button.
[image: Action area of the screen image]

	14. 
	The Process Scheduler Request page will open.
Default values will be pre-populated:

[image: ]

	15. [bookmark: ID0x000000AD] 
	Click the OK button.
[image: Action area of the screen image]
This will return the window to the Export for ADP run page.

	16. 
	Click the Process Monitor link.
[image: Action area of the screen image]

	17. 
	Click the Refresh button.

Select Refresh until the Run Status displays as Success and the Distribution Status displays as Posted.
[image: Action area of the screen image]

	18. 
	Click the [image: ] link to view the Process Detail.
[image: ]

	19. 
	Click the [image: ] link to view the Trace file contents.  The [image: ] contains two files:
· The borbu8f2_xxxxxx.pdf file, which is a printed report of the data contained in the export file.
· The epxp001XXX.txt file, where XXX represents the first three digits of the Business Unit.  This file will be retrieved by an ADP auto process for loading the new budget data into the HR/Payroll system. 


	20. [bookmark: ID0x000000AE] 
	Congratulations. Exporting Changes to HR/Payroll is complete. 
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