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[bookmark: pp_ref_BEFORECONCEPT]BP.020.030 - Updating the Personal Services Budget Online

Concept

This topic demonstrates how to update the Personal Services Budget. The Personal Services page is used to manually modify the Personal Services budgets that were created as a result of the HR/Payroll to BP Load process and any “what-if” analyses/mass updates that were performed. 

Note: Only the CURRENT version of the budget is available for online updates. Users must copy the final Planning budget version to create the CURRENT version. 

Topic Objective:
Upon completion of this topic, you will be able to:
- Update the Personal Services Budget online. 



	Assumptions

	Security Role setup complete by internal Security Administrator.




	Dependencies/Constraints

	The HR/Payroll to BP Load process completed successfully, and a CURRENT version of the budget has been created.






Additional Information

Any additions or changes to the budgets are saved in the Budget Module.  The Personal Service budgets will eventually be exported back to HR/Payroll as Job, Position and Department data.  In addition, the Personal Service budgets will be used to generate fringe estimates and Appropriation, Organization and Grant budgets to be exported to Financials.


Procedure

In this topic, Budget users will access the Personal Service page to manually modify the Personal Service budgets and attributes.

	Step
	Action

	1. [bookmark: ID0x00000083] 
	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: ID0x00000084] 
	Click the Budget Prep Data Update link.
[image: Action area of the screen image]

	4. [bookmark: ID0x00000085] 
	Click the Personal Services link.
[image: Action area of the screen image]

	5. 
	The Personal Services search criteria page opens:
[image: ]

	6. 
	Enter or Search [image: ] for the SetID:

	7. [bookmark: ID0x00000086] 
	Enter any desired search criteria to select an existing Personal Service record for viewing.  The criteria entered will limit the values returned by the search.
· Position Number: any existing position number may be selected.
· Department: any existing department may be selected.
· EmplID:  any existing employee ID number may be selected
· Name:  records may also be selected by employee name.
Note:  Only the CURRENT version of the budget is available for on-line manipulation.

	8. [bookmark: ID0x00000087] 
	Enter or Search [image: ] for Position Number:
Example: [image: ]

Note:  Position numbers are prefixed by the first two digits of the SetID/Business Unit.

	9. [bookmark: ID0x00000088] 
	Click the Search button.
[image: Action area of the screen image]

	10. 
	The Budget Data tab will be opened for editing.

	11. [bookmark: ID0x0000008B] 
	Note:   Budget Data page contains the following fields:

•Version – this field will always be CURRENT, and is not available for edit.
•Position Number – this field will display the Position number selected in the search criteria, and is not available for edit.
•Inactive – this check box enables you to inactivate the selected position.
•Effective Date – this field defaults to July 1st of the To Budget Year, and is not available for edit.
•Department – this field will display the Department to which the current position is assigned.
•Job Code – this field will display the Job Code assigned to the current position.
•Pay Group – this field will display the Pay Group to which the current position is assigned.
•EmplID – this field will display the Employee ID number for single incumbent positions, LUMPSM for multi-incumbent positions, and VACANT for completely vacant positions, and is not available for edit.
•Empl Rcd# - this field will display the Employee Record number for the employee to which the funding applies, and is not available for edit.
•Current Sal – this field will display the position’s salary at the time of extraction. This value will be selected from the Job Data for filled single incumbent positions and from the Budget Amount field from Position Data for LUMPSUM and VACANT positions, and is not available for edit.
· Note: If future-dated rows exist at the time of the extract, the Budget Preparation module will use the most future-dated row with an Effective Date less than or equal to July 1st of the new fiscal year.
•Raise Effdt – this field reflects the date when the proposed salary change will take effect, either the default date entered for the pay group during Parameter Definition or July 1st of the new fiscal year.
•Equity Adj – this field reflects the equity adjustment amount that can be added to a position. If you enter a value in this field, the system will create a new Job Data row, effective July 1st of the new budget year. This row is in addition to the delayed raise occurring on the Raise Effective Date. If a Job Data row for an equity adjustment already exists for July 1st of the new budget year, the equity adjustment will be included in the Current Salary from the extract. In this case, you should not enter an equity adjustment in the Budget Preparation module.

	[bookmark: ID0x0000008C] 
	•Proposed Sal – this field displays the salary amount being proposed for the position as of the Raise Effective Date. Changing this field will automatically recalculate the Change (%) field.
•Change (%) – this field reflects the percentage change between the Current Salary and the Proposed Salary. Changing this field will automatically calculate the Proposed Salary amount.
· Note: The Change% value is applied only to the Current Salary. The final Proposed Salary is equal to the Current Salary plus the Change% plus the Equity Adjustment.
•Supp Amt – this field reflects any additional money budgeted with a position, but should not be included in the Proposed Salary. For example, you could use this field to budget for any additional pay.
•Proposed Bud – this field reflects the budget proposed for the selected position. This field is calculated by prorating the Current Salary from July 1st to the Raise Effective Date, and combining this amount with the Proposed Salary from the Raise Effective Date until June 30th. Furthermore, this calculation will factor in the actual number of hours in a year for hourly employees, based on the Budget Period Hours on the Year/Hours parameters panel.
•Override Proposed Budget – this check box activates the Proposed Bud field. This enables you to override the calculated Proposed Budget amount. This may be useful in scenarios where a filled position exists, but the employee may be terminating before the end of the fiscal year.
•Reason – this field shows the Reason Code assigned to justify a Proposed Salary. If the Change (%) is over the threshold value specified during Parameter Definition, this field will be required.
            

















             

	
	•FTE – this field shows the FTE associated with a pay group based on the following table:
            
	Pay Group
	Full/Part Time Indicator
	FTE

	A
	PT
	       0.50 

	A
	FT
	       1.00 

	C
	n/a
	       0.49 

	E
	PT
	       0.50 

	E
	FT
	       1.00 

	F
	n/a
	       0.75 

	G
	n/a
	       0.49 

	H
	PT
	       0.50 

	H
	FT
	       1.00 

	L
	n/a
	       0.49 

	P
	n/a
	       0.49 

	S
	n/a
	       0.49 

	T
	n/a
	       0.49 

	W
	n/a
	       0.49 

	Y
	PT
	       0.50 

	Y
	FT
	       1.00 

	B
	no FTE
	          -   

	M
	no FTE
	          -   

	N
	no FTE
	          -   


  



	12. [bookmark: ID0x0000008E] 
	Click the New Distrib tab.
[image: ]

	[bookmark: ID0x0000008F] 
	Note:   New Distrib tab displays the following information:
[image: ]

•Earnings Code – this field shows the specific Earnings Code to which the specified funding applies. Leaving this field blank indicates that the selected funding applies to all position earnings. You will leave this field blank when creating Financials Personal Services budgets, while Earnings Codes such as OVT may be configured for export back to HR/Payroll department budgets.
•Dist Type – this field shows how salary and fringe amounts are distributed.  Values are:  
[image: ]
•Account Code – this field shows the funding associated with the Position and Earnings Code.
•Distributed Amount – this field shows the amount of funding for the selected position for the selected Account Code.  A position may be funded by several different Account Codes whose Distribution equals the total salary.
•Dist% - this field shows the percentage of the total funding for the selected position for the selected Account Code. A position may be funded by several different Account Codes whose Distribution %’s add up to 100%.
•Fringe%-this field shows the percentage that fringe estimates will be calculated.  This value can be changed to calculate fringe estimates on a different percentage than earnings.  The total percentage of fringes must equal 100%.
•Proposed Budget – this field shows the portion of the overall Proposed Budget for the selected position assigned to the selected Account Code. The calculation uses the Dist% to obtain this value.
•Start and End Date – these reflect the start and end dates for each account code distribution.  These fields can be edited to enable the configuration of account codes for different periods throughout the fiscal year.  The total distribution of all account codes must equal 100%.
•Fund, Department, Program, Class, Project/Grant and Account – these fields show the Financials Chartfields associated with the selected Account Code. Budget Preparation module will use these Chartfield combinations to build Appropriation, Organization, and Grant Personal Services budgets.
[image: ]



	13. 
	Click the Original Distrib tab:
[image: ]
The fields on this page are display-only, and are the same as the New Distrib page.  The values represent the original budget and account code information for the position.  This panel displays the information from the REFERENCE version, and is useful as a reference point when changing the position budget information in the CURRENT version.

	14. 
	Updating Personal Services Data

To update any field in the Personal Services pages, navigate to the field; change the value and [image: ] the page.  Consider the following nuances:
• Changing the Raise Effective Date, Equity Adjustment or Change % will impact the Proposed Salary and Proposed Budget Amounts.
• Changing the Proposed Salary amount will impact the Change % amount and Proposed Budget amount.
• Changing the Department, Pay Group or Job Code fields will change the corresponding values in Job and Position Data when exporting back to the HR/Payroll system.
• Changing the Account Codes and Distribution % will impact the Personal Service financial budgets in the Financials system and Department Budget data in the HR/Payroll system.
• Inactivating the Position in the Budget Module will create a new Position Data row, making the position inactive on July 1st of the To Budget Year.

Special Business Processes

Multiple Employees in Single Incumbent Position
• Occasionally multiple employees are in the same single incumbent position.  This may happen when one employee starts in a position as another is leaving some time in the To Budget Year.  Both employees will appear in the Budget Module.  The following process will budget for this scenario:
· Zero out the Proposed Salary for the employee that is leaving.
· Add the budget Amount associated with the employee leaving to the Supplemental Amount for the new employee.
• This process will result in an accurate Proposed budget for the position, without impacting the HR/Payroll export data.

	15. [bookmark: ID0x00000091] 
	Split Funding instructions

Click on the New Distrib tab.
Insert a new row by clicking on the [image: ].

The distribution can be split by percentages or by start and end dates. This example shows the split by percentages. 
[image: ]

To split by end date, the Dist% and Fringe% will be 100%, but the Start and End date will change. For example, the dates can be from 07/01/2007 to 9/30/2007 on one row, and 10/1/2007 to 6/30/2008 on another row.
[image: ]

The Account Code is left blank in the above examples; select the target account code for each distribution split.

	16. 
	Changing Distribution Type from Percent % to Amount instructions.

Click on the New Distrib tab.
[image: ]


[image: ]

Changing the Distribution Type from Percent to Amount is useful when the user wants to budget a specified amount for a specified period.  This type of change cannot be loaded by subsequent HR/Payroll to BP loads.  Manual entry to the New Distribution page is required.

Enter an A in the Dist Type field and enter the amount in the Distributed Amount field.  
· Note:  The Distributed amount must equal the Proposed Budget, else a Warning will be produced and the Save will not complete.

When changing specified amounts to be split funded the total amounts must equal the Proposed Budget amount, else a Warning will be produced and the Save will not complete. 
· Note:  When split funding by amount the Fringe % will auto calculate and split the Percent based on the Distributed Amount divided by the Proposed Budget amount.  The Fringe % must equal 100%, else a Warning will be produced and the Save will not complete.  If 100% of Fringe should be budgeted to one department manually enter 100% on the target department.
[image: cid:image002.png@01CABC7F.51470DC0]


	17. [bookmark: ID0x0000009B] 
	Click the Save button.
[image: Action area of the screen image]

	18. [bookmark: ID0x0000009E] 
	Congratulations. Updating the Personal Services Budget Online is complete. Below are the key concepts of this topic:

- This process allows you to manually modify the Personal Services budgets that were created as a result of the HR/Payroll extract process and any “what-if” analyses/mass updates that were performed. 
- Only the current version of the budget is available for online updates. 
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